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" Fiske will well ... 


ftimosr literally around the clock, one 
of the most interesting and conclusive tests 
in all typewriter history is now going on. 
































With the halting of new typewriter pro- 
duction in the spring of 1942, and the pur- 
chase for our armed forces . . . from dealers 
and users alike .. . of all available machines 
of recent make, vital American industries 
have nevertheless kept going full blast. More 
paper-work than ever before, and fewer type- 
writers to do it with—including many a ten- 
year-old and many a rebuilt of much more 
ancient vintage. Intricate gears and delicate 
springs are taking an awful beating .. . and 
so, we may add, are America’s secretaries. But 
the work is getting done. 

So when the test is ended and industry 
once more resumes its peacetime routines, 
you’re going to have a lot of first-hand 
evidence about typewriter reliability . . . 
under wearing rush and pressure. Time will 
tell... and more convincingly than we can. 
But we know this—a Tot of Smith-Corona 
users are going to be mighty pleased with 
their wartime records. 


& C SMITH &@ CORONA TYPEWR TERS INC SYRACUSE IN Y¥ 


SMITH-CORONA 


Typewriters 









War production entrusted to us is precision work calling for skill 
Groton Plant won by making America’s finest office and portable typewriters. 
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To win the war and dictate the peace, 
millions upon millions of letters and 
reports must be written here at home 
by the armed forces, by war plants, by 
business offices throughout the land. Thus 
secretaries are helping to fight this war. 

To do their job efficiently and well, 
they must have the best possible materials 
with which to work—typewriter ribbons 
that give sharp, clear impressions and car- 
bon paper that keeps precious records 
safe and easy to read. For generations, the 





MultiKopy Carbon Paper and Star Brand 
Typewriter Ribbon labels have stood as 
a symbol of quality. Through war and 
peace, depression and prosperity, that 
quality has been maintained. 
Micrometric Carbon Paper — the 
famous product with the white scale—is 
also working in the war. It is simplifying 
and speeding the work of skilled secretar- 
ies at a time when every second counts. 
Ask your School Supply Department now 


for the special student pack. 


CONVENIENT ORDER FORM for SCHOOL SUPPLY DEPTS. 


SSeS SSS SSS SSS eee 2222882825, 


Send this Coupon to BI” GREGG PUBLISHING CO. 
270 Madison Ave., New York (16) 


All up-to-date schools are now 
ordering Micrometric Carbon 
Paper from the Gregg Publishing 
Company. The coupon is for your 


, Name 
convenience. 
Se bool 
F.S.WEBSTER COMPANY 
17 Amherst St., Cambridge, Mass. City 


a 


Please send me 
Paper for school use at 79 cents per pack plus post- 
age. Address bill to 


packs of Micrometric Carbon 


Street 


State 


Please mention the Gregg Writer when answering advertisements 
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3 NEW Giegg TEXTS 
for ADVANCED SHORTHAND 


Written and Approved by Experts 


GREGG SPEED BUILDING FOR COLLEGES, 
by Gregg. 





This new 640-page text contains 148 of the most 
effective speed-building assignments yet to be pub- 
lished. The letters and articles have never before 
appeared in print. The five-assignment cycle that 
has made all the other texts in the Gregg Speed 
Building series so outstandingly successful during 
the past ten years has been retained in this latest 
addition to the series. List Price. $1.60 








GRAPHIC TRANSCRIPTION, by Berlin, Nunes, 
and Fromberg. 
A new, all-shorthand text containing 80 assign- 
ments. Used in manuscript by the authors, who are 
teachers in the largest public high school in the 
country, holding many prizes for the exceptional 
accomplishment of its shorthand students. Original 
pen sketches by well-known artist illustrate each 
assignment. A basie English principle is incorpo- 


















1 a ; 
rated in each assignment. Thought questions on 
| the content of the letters and vocabulary building 
exercises are also included. List Price, $1 60 
— 
pa TONAL : 
; ee N . : 
picrATlO™ 1] RATIONAL DICTATION STUDIES, by Buten and 
eT DIES VecNamara. 
1 i hoa An advanced shorthand text. new from cover to 
cover, organized into five sections: (1) Word- 
Retention Exercises; (2) Repetition Exercises: 
(3) Business Letters arranged from short to long 
and from easy to difficult; (4) Articles; (5) New 
i York State Regent Examinations. Margins filled 
with shorthand outlines placed opposite the words 
they represent a visible vocabulary with no key 
needed. List Price, $1.32 
| Follow through with Gregg materials 





in advanced shorthand. 


THE GREGG PUBLISHING COMPANY 


New York Chicago San Francisco Boston Toronto London 
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GREGG About This 
COLLEGE apt ty a ee be | 


not a very strict rationi ng really 











compared to wnat has been requ red of 
A School of Seocauahike “tent eT aadtiae ae 
been prone to ‘grouse’ and grumble. The 
conservation OT supplies up To now has 

om . . 
B S1 ess peen accoms ea without very mucn 
u n ee 9 discomfort to most of us individually. 


[his is especially true of paper saving. 


Last February, you remember, we had 

Preferred by College 3 10 bring you your GREGG WRITER with 
margins trimmed down to a smaller over- 

Men and Women ui Size. But urpr ingly enough, that 
ettectea the necessary ten per cent sav- 

ings we were asked to make, without 

Students represent 80 colleges and any change in the number of pages. Now, 


. 
he paper shortage is becom- 
universities and 30 states ing acute, and a further cut 

cent has been ordered made by the 
magazine publishers. 





| ucing th ge size again will 
Stenographic, Secretarial, and Just red g the pac ashe ail 





‘ not save enougn Ne oXxT month we have 
Accounting Courses in cut the mumber of coca. With the 
new volume next Fall some other solution 
o for Teachers “yg . : 
Methods C — may be possible. Meantime, we shall try 
of Business to make the cut as ‘'painless’’ as we can. 


There is one feature, however, that we 

to defer until after the War 
—our South American tour, continuing 
the Parade of the States and Centra 
America that was completed last month 


Send for free booklet: “The Door- 
way to Opportunity.” 


1 | ] 
¢ lL, 
sna nave 


Court Reporting Course 


Write for special free booklet about W 
“ Y thie chartacne f nor j 
school of Court Reporting: “Short- A this shortage of pay er? The in- 
creasing use Of paper in the man nufacture 


hand Reporting as a Profession.” OSING . 
and delivery ot ‘W ar weapons and sup- 


plies is now coupled with an extreme 
shortage of manpower to cut timber for 











Only high school graduates accepted. the paper mills, Therefore ae pound 
of paper produced in America must be 
used wisely. We must curtail unnecessary ; 
THE GREGG COLLEGE uses of paper in order to meet military 
President, JOHN ROBERT GREGG, S.C.D. and essential civilian demands, and we 
must salvage paper normally wasted, 
Director, PAUL M. PAIR, M.A. for waste paper directly replaces pulp in | 
the production of new paper and paper- 
Dept. @. W. board containers. 
6 N. Michigan Ave., Chicago 2, Ill. The WPB lists thirty-five war prod- 


ucts using waste paper: Air Force emer- 
gency packs; ammunition containers; 





Please mention the Gregg Writer when answering advertisements. 
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rainers whenever you can. 


A\nd That » » » 


ration ntainer sutomotive ¢ 


bomb rings; build- 


} paper and board tor cantonments;: 
rtridge paper; camouflage paper; 
rolls, and tape for recording in 

nts; check papers tor military and 
ernment use: covers tor war siamp 
ration books; covers for cigarette 
ers; dust and dirt vers and seals 

r motors; envelor tor military di 


snes; tibre 


cantonments; flare spacers for signa 

ares; forms for military records, orders 

rts, etc., and for expediting war 

nt produ fuses and component 
: 


enrTs gc MaOSsK If rers gears tor 

ror or OdE Trainer neime?l ana 

t acc r nner packaging ma 

31 for packing military equipment 

1 supplies; instrument panels; Jacquard 

23rd used in weaving cloth for uni- 

r abels for marking packaged 

suartermaster supplies; metal and rubber 

rleaving for war industries; posters 

r recruiting, War Sond drives, etc.; 

practice and incendiary bombs: shel 

tainers; shipping containers tor mili 

ry eq ent a pplie rargets 
V-M blank : 

hi is estimated that 50 per cent of the 

yper used goes into the manufacture 


{ — 4 . - " ny — .. 1 r 
containers; 25 per cent is used for 
other 25 


tor miscella $s products including 
. ' 
ng paper, wrapping paper, towels 
mf . ~ ~ ~ o 
C wrapping paper consumption 
246,000 tons was the estimated ci- 


use for 1943 compared with 856,- 
The common paper bag 
takes on an amazing importance, does 
not? Because of the tremendous sav- 
gs possible, the Government has asked 
erchants to avoid wrapping packages 
n practical. Accept unwrapped pack 
suggest it to the clerk 
ho is serving you. Use your own con- 


And sove all 


VY TO AUSTTY. 


neertu im 


ASD 


° ! j 
waste paper to sell to your junk dealer 


to your Salvage Committee. 





POOR 
BUSINESS 
ENGLISH 


How much is it costing you 
in wasted opportunity? 


Every day yeur business associates are judging you—by 


what you say and hew you say it! Hazy ideas, ill-chosen 
words, halting sent es, crude, slovenly speech-——these 
mark a man as loo 1 tl king. Thoughts clear-cut, 
words that give tr “ d celor, sentences aflame 
with power and or ty—these proclaim ability, win 
for their users | nceement. Stop apolegizing fer 
poor English—it's inex ble In the quiet of your heme 
with LaSalie'st n tospeak and write with rea! distin 
on te rand the letters you compese 
stamp you a pr to reckor yh in the busi 
ne : ‘ » 32-page be Effective 
Busine guest. Ask fo w it TODAY 





ea. EXTENSION UNIVERSITY 
A Correspondence Institution 
Dept. 146-BE Chicago 





AN INCREASE OF $900 


The best we have done during the 
past season is to place a teacher at an 
increase of $900 over her previous sal- 





ary—although there have been many 


other big jumps. 
May we help you? 


The National Commercial Teachers Agency 
(A Specialty by a Specialist) 
E. E. GAYLORD, Mgr., 


10 Peabody Avenue Beverly, Mass. 








FREE Your name beautifully written in 
Ornamental style free with a sub- 
scription to The Educator, devoted to Penman- 
ship, Engrossing, and Education. 
To U. S., $1.50. Teo Canada, $1.80. 
THE EDUCATOR 


Colambus, Ohio 











DICTIONARY WITHOUT 
DEFINITIONS 


20,000 WORDS — Second Edition 
By LOUIS A. LESLIE 


This very practical transcription aid gives 
the spelling, division, and accent of 20,000 
high-frequency words. In addition, the book 
contains epelling helps, a discussion of word 
division, and a list of homonyms. 

For the transcription student or the stenog- 
rapher on the job, this attractive, pocket- 
sized volume is a timesaver and is insurance 
against those damaging errors that result 
from not having a convenient, authoritative 
book at hand. 


List Price, 60¢ 


THE GREGG PUBLISHING COMPANY 


New York Chicago San Francisce Besten 
Terente Leadon 








Please mention the Gregg Writer when answering advertisements 














From Remote African Base Pan 
American World Airways reports 


Hardihood of Underwood Equipment. 
No Casualties Permitted—Unlike the 407 U.S. 


cities where service facilities on UEF ma- 
chines are, even in wartime, as near as your 
telephone, such remote outposts as this air- 
port must rely completely on the unfailing 
durability of its office machines. 

Here, Pan American installed Underwood 
typewriters and accounting machines. 

Many of these machines are veterans in 
service, yet Pan American reports that all 
are on top of their jobs—that working with- 


> Underwood's the choice .. . 
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out vacations, they have required remark- 
ably little special attention. 
* * w 

Also serving you in wartime UEF can supply 
adding and accounting machines under 
WPB regulations. We have been able to assist 
many companies with their wartime account- 
ing problems. Ribbons, carbon papers, and 
complete maintenance service on all prod- 
ucts are available from coast to coast. 


> wy “ 
oe , 


We are now in war production on—U. S. Car- 
bines, Caliber .30 M-1-—Airplane Instruments— 
Gun Parts—Ammunition Components 
Primers and Miscellaneous ltems. 


Fuses— 


Underwood Elliott Fisher Company 


ONE PARK AVENUE, NEW YORK 16, N. Y. 


Enlist Your Dollars... 
Buy War Bonds...To 


Shorten the Duration. 





Copyright 1943, Underwood 
Elliott Fisher Com 


Underwood Typewriters 


Underwood Sundstrand 
Adding-Figuring Machines 





Underwood Elliott Fisher 
Accounting Machines 


Please mention the Gregg Writer when answering advertisements, 
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PREPARING FOR THE LONG PULL 


Kxtracts from an address before the Commercial Club of North 
High School (Denver) by a secretary of ability and experience 


By MARIE 


7‘ L | ) 7 i S ild say 

r bility t ise good Englis 
t tstanding handicaps ol 

ge s ¢ s technical equip 
That is a rather serious admission, 
t when, after all, English is our daily 
nd the high school graduate has given 
t ve years of special attention to it? 
ive often wished I had had more respect 
the sul t when I was supposed to be 
ning it. When your stenographic note- 

k has page after page of curves and pot 
ks t ve to be converted into important 
ters iments to be signed by an exe 
sent to ot executives, the rules of 
ammia nd punctuation become something 
than a nuisatr and a pest for the mem 

ry. If you want to be something more than a 
ve-and-ten kind of stenographer, you must 
ible to use good English, and you will save 
yourselves endless difheulty if you will respect 


it necessity during the time you are learning 


RULES themselves are the greatest time- 


vers. Imagine what a hodgepodge language 


ld be if every individual who spoke it fol 
wed his own hazy ideas! The best way to 


ules and make them a practical 
mental equipment is to ally them 
examples from the printed word. 
ule and look for its application in 
it you know is carefully written. 
own, then take the next one and 
likewise. Do not try to learn them all at 
nce. You will 


th ac try i! 
lake your 
terature thi 
Make it your 
still find, when the day comes 
it you must transcribe a passage dictated 
you, that puzzling points will and 
1 will have to consult your handbook jut 
mind 


occul 


point you imbed definitely in your 
yw will save you from having to do so later 
ll in any 


work 


ind it neces 


English w 


lhe ability to use good 
tion immediately distinguish your 


after girl in our 


' 
‘ 
I 


omee is Tor 


MALCOM 


sary to got 
this on cti 

The stenograp ae ee — an office 
have a vast rang Krom t transcription of 
simple letters, occasional copying, small stat 


ments, you may proceed to the preparation 


I 








long reports, complicated stencils, elaborat 
statements. There are the annual reports that 
go to thousands f stockholders und are 

ed in many newspapers, and every word 
these must be “bullet-proot.” l] averagt 
executive, when he sits down to dictate, is « 
centrating on the fo f his thought 
and he may make tica s, or hi 
phrasing may be awkward y repeat 
himself; but when the typewritten result 1 
placed before him, he d not t 

any of this. You are expected t rect t 
errors, if any, to smoot! t passages that a 
awkward, to suggest improvements perhap 
in short, to give your work a polish that wi 
identify it with literature that is good 


AT this juncture I am going to insert 
recommendation that will be of definite benefit 
to you if you remember it long enoug! . 
yne can predict what kind of position you may 
but, if I were you, the thing that | 
do first would be to get an 
book on the subject with 
and read it thoroughly Nev 
Read it a 


secure, 
should authori 
tative 
work 
mind how 


which your 
deals, 
stand 


| | 
mucn you unacel 


carefully as you can, with the purpose of gai 
ing familiarity with the terms and subjects y 
are going to encounte! Whatever kind 
work you secure, find some f its literature 
read it, and you will be amazed what a head 


start it will give y 


English well means, of 


‘ya’ ’ 1 1 
I O be able to handk 
course, to know how to spell and punctuate 


This seems almost too obvious for comment 
but a certain percentage of stenographers d 
not measure up even to these essentials 











99 


+ 


won't help much to turn out a page of “bullet 
roof” language unless you know how to pun 
tuate it. Punctuation is largely a matter 
common sens It takes the place of the in 
tonation of your speaking voice. When you 


are talking and me 


your voice pauses and drops perceptibly \ 


period at the end of the wi 


lar 7 ] ] 
the place of that drop and makes the passage 


ciear, the tunction 


HAVING polished and idjusted y t 


cal equipment, your tools so to , to the 
ast degree of brilliance racy t 
else shall I tell y is ortant This: 


chances for mak- 


ing a succes 


was that t tem 
peram t and 
most men will 
hear it that 
pinion. A g p 


loudly and _ vio 


lently over some 
business problem, 
and)=stthen’_—s turn 
around and go to 
lunch arn rm 
Can you imagine 
women doing 
that: It is al 


i woman t re 
frain from taking 
i criticisn in 

favorable argu- 


ment as a person- 


i 
alattront. Get ov 


il \ Can 
but you probably 
won't it seems 
to be b 1 1! the 
very bo tf us 

ernaps |! I i 


bit mid-Victorian 
about my idea 
f a woman's 
place in industry, 
but I honestly think she is of greatest useful- 
ness when she keeps herself in the background 
as much as possible. 


of tact and 


It is a woman’s qualities 
and thoughtfulness that 
oil the hinges and joints and ease the 
friction. An office is a very human place after 
people carrying on the world’s 
business, and most executives have tremendous 
loads on their minds 
employee is the 


sympathy 


day’s 
all, a group of 


The superior woman 


inconspicuous shock absorber 





Shorthand Design by Archie Robbins 
Lowellville (Ohio) 
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\ able eve yw ( ind the 1 I these 
) inject int work, t nore pt le wil 
to have y organization for 
you work s $s s defi DOS 
t} rid ¢ ® ennti to exist 
\ ire t \ task 
ler to get y lary } t 
t very | t yanizat tsell 
| whateve 5 fl 1 in t \ 
1 g rij Imagine, f 
instance, that 1 eT pl yet of the Tel - 
Lor S 11 ( k, t ng t 
+ i! g ? 
pig If t it go at that 
1 do - t s y 
t progress " V t ( 
tn ¢ vhat t s to vis 
ize its ramuinca 
‘ 1 


ns all over the 
world, bringing 
together pe ple 
engaged in dramas 
f tragedy, of ro- 


mance, of great 
enterprise. Y 
ive to be able tT 


fects, each witl 
its own problems 
Tr <] POU 
“a, in t you 
7 1 
# must be able to 
~ 

off t v< selt 

az . 


>, 
— 
f 





3 
3 
2 
3 
3 y) 
7 
3 
Z 
<J 
2 


“* 


4 


Ve 
) 
a 


© 


SOME years 
ago | 
minutes at a 
meeting of about 
fifteen 
each of whom 
presented a ri 

port on his partic- 
ular phase of tl 


was taking 


Cc 


é 


c ishiers 


~—< 


whose report | 
mbered. He 
was not especially 


significant look 


High School 


ing, a small, quiet individual, but, when he 
talked, he was t nly one who went beyond 


the routine of his own duties and pictured 


the part they played in the whole organiza 
tion scheme; and I thought to myself: That 
young man will get ahead Three or four 
years later was t ly one in that gro 


who had been promoted to a 
cated 
ladder. 


he was definitely on the way up the 











THE 
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st not torget that most important one, tl 
ity to keep a confidence Whatever, by 
: ur contact, you kno your 
yv« S iffairs, you s d neve bet y. In 
2 at I i ial | ses n Wa street, the 
tegrity rt women st taries in this gard 
. yverD I iv ird men s k wit 
I nd miratior ibout this me ity 
It is not only valued, it is absolutely essential 
One tt most teresting books I ev 
ead is the biog y of S William Oslk 
ritten by his eague, Dr. Harvey Cushir 
f Harvard S William Os was yf 
v ( it st ¥> lal S t = ! try ‘ ‘ 
\ i USLY I ble | iract \ 
t once said of him that was of st 
aN many possessions gave ali that I 
] 1 add ess wil mat t the 
versity of ynto in 1903, he spol t 
ct | Master \W 1 ‘ 
\ t he gave t t ‘ 
s I id t 
B t t t t t 
‘ a s t s 
t it its 3 int t ss them on 
y stis: \ ist learn to consume 
you you must accept . the 
9 Val Ss so ta t se about y l 
\ t yed with t lust and soot ot 
uints. The second lesson is: We 
2. & get al \ it t lit Tor 
< re t lesson is: Cultivate 
gift ity in all yo acts | le 
t ness \ d S Sta art I 
i t e alt i und I car 
VY as { t t integrity I ¢ ira 
| S und of intention. If 
that, t tunities and wages an 
is tak« i 1 tin SCLV 


Have You Heard That 


ITH a hairpin and a piece of coiled paper, 

a housewife has invented a bottle cap 

hich manufacturers estimate will save 105,- 
100,000 pounds of tin annually. The new cap, 
ich screws to the glass by means of a 
readed hairpin or small iron wire, gives 


the same airtight protection that metal caps 


’ ry 
rding to experimenters.—New 


+ * ° 


> IN one large town somebody started the 
a of sending two or three dollars worth 

f War Savings Stamps to friends confined 
t the hospitals. And why not? The War 
Savings Stamps are appreciated years after 


flowers are wilted and forgotten 


227 








Information Desk 





Don’t you often have questions to ask about 
the work of secretaries, stenographers, typists, 
or shorthand reporters? Why not send them 
to Information Desk, The Grege Writer, 270 
Madison Avenue, New York 16, N. Y. A 


letter is not necessary—a postal card will do. 


Ww 


l. Is it correct to add “th or “rd” after the nu- 
meral of a date in the bady of a letter? For instance 
“Your letter of August 25th has been received 

Omitting the “th” and “rd is the more modern 
usage, is it not?—A.M.D 


These terminations are not used today it 
such an instance as you cit However, if t 
day of the month precedes the name of thx 
month, or 1f the day is mentioned without tl 
I nti the terminations aré sed thus t 
25th of August,’ yn t 25t f the mont 

Moreove simply d. not rd or nd, 1s the 
| Ie! ds ga 1! 


‘ 
2 Is “Dear Sirs" correct as a salutation ?—/?.C.7 


Gentiemen, is preterred 


wwadays in writing to a company or firm 


« 
3. The officers of the company wish to enter on the 
Minutes of the stockholders’ meeting a resolutien or 
testimonial in honor of the late president of the com 
pany, now deceased, who was associated with the or- 
ganization for over fifty years They would like this 
to appear on the books correctly, but feel that the 
form usually employed is somewhat stereotyped and 
too impersonal Could you suggest a proper form for 
this purpose? 1.0 


\ v1 nd practical suggestions for p 
i g res it the toll ge hooks 
Hr { ty s P e-H 
New Y 
y for retar , S A T ' 
McG H | k ¢ t I N 
, VJ nos, M até un K utior I 
Doris, I Hall, 1 New York 
ss Writin S. Rola McG H Book 
( 7 I Ne \ k 
We suggest that the first step in drafting t 
resolutions might be to write material 


traightforward, simple style, and ther 


sr ‘ 
uct the conventiona rormai expressiot 


4. Is it correct to typewrite the address on Christ- 
mas Greeting cards, or must these always be written 
by hand ?—Sister A. 


Ithough we have never seen any ruling 


garding the correctness of addressing Clirist 
mas cards on the typewriter, we feel decidedly 


that this method would not be in good taste 


The whole spirit of Christmas is so personal 


a machine operation for a personal touch would 


not seem in harmony 
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What Would You Do If—? 


Secretarial Quiz Arranged by KE. LILLIAN HUTCHINSON 


it 

; , ’ \ ? 
‘ 311 r ‘ } 

‘ ve ‘ t s fT } 
S \ ¢ hone e . ' ‘ .« 
Ss 1 s t ive t t \ t t 

. ’ 5 ' uf ' ‘ 
e hy | ) Kw \ lec iv oO ¢ S 
ft \ I s tari 

t ft t Si ties Have ‘ <i] ty » thic 

sul tt ? ifs wnat a 


The Bonus Question 


! ma you work for has found it increasingly 
hlient ¢t go personally to his safe-deposit box 
to deposit withdraw papers and to clip bond « 


‘ pons Als many times when he s put of tow {N 
sui er } be box |} t t ‘ 


should placed in his + 


held for his return He has therefore decided to « 





rust you with one of the keys to his box, and you ee 1 | 
} Ss nav re 
have accompanied him to the bank and had your sig n may 
, 
nature registered as an agent who mav have access to t I t by writ 
the box. no ft n 
You wonder what precautions you should tak n , , 
irrving ut this responsible duty >s Cl 
alll 1 rr 
el , 
v \ 
i! | > 
\ 
tters ar 1944 
\ +4 
\ S When this st 194 | 
: + J ; hit ; 
i t be « i 
me ta ‘ nake neat ns S 
’ tha 1 tv] i 
tin ic to } t £ Sev 
] t mA 
; Say F 1; as vou st 
ma 1 \ rseir ft 
‘ 77 t V t ) I 
, ¢ P 
y ] \ N 
‘ 
‘ . I \ \ S + 
S 5 Enel Or d , 
the new se 
tant letter to an important 
sent in th et 2 e most 
} S onsibl t t aski : te t 
Bee » bot! , + forme in ¢ : L £¢ ‘ 
R \\ ‘ tator is rea 5 Tt I ( 1 
\‘\ 
; y ; } 1 
that ‘ +4] 
: “ee 
he 
. +4 ‘ ‘ S71 . ' 
i ( t it IS Zg . S *’ x 
t , — ' ’ . 
; : ' mbDa 2.2 s 
dictat uid 
’ + ‘ ' ‘ TY | ‘ 
st s itation 1 ‘ t 1 ar \ suc 
inges. and that t a a See 
mr ‘ tr +1 + 3 ‘ 7 ; ' 
S net ng i S S g that 
ignt SIMmpLy f \ “ 
‘ r ‘ t 
travels ;% pre; ; 
t 3 t stomed to < - 
+ . . ‘ ] 
y iS in 
ties t s. Every 3. Fit M t 
¥ ttir ¥ , ’ , \{ 7 | 
Vv tor i iaCal S ne 
ich tim cons ting 61 ime ) < . ‘ 
n ng 
ts (} tmas ‘ lists il I ecaus t ‘ 
‘ P , S is t G standard tire 
ts, gathering toget t — 
" , to see 
| isu Yevise a pl \"\ “ae 
j | ' i & 
e detalls ca \ iv i. : 
. ess hie, wi ib \ 
ities. In spare mot ts y ld grad 
overheat 1 te one con ] } 


ype thi ! 
it a great timesaver. when vour cl 


ae ry) ‘ A 


your ( 


n ti T ne ¢ 
1 that one ( ontinued 


4 





226 


Wrrrer. January, 1944 


IH) Ture Gree 
Going to School to What Happens 


Ry DOCTOR THOMAS TAPPER 
I it 1S Say, ‘ 


of a family « 





a } } ; ‘ res tr s+ 6 ; ++ 
al , ‘ i t 
~ Al » thensatie aff Lohos ‘ " ‘Se 
iy direct thoug eftort, I y del . vo 
‘ D tv i t 5 ) t tant i tT 
¢ 1 ‘ 
VW ; | ‘ \ t yin t 
, 4 } ik a re] as ‘ ¢ « . 
t t 5 iv 1 very first el 
, ‘ \ ‘ — ¢ 
irs \\ \ i Sa 
al t t t gt at 
} te | 7i 
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\f tar ‘ ‘ Jae 
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c tem. \ 
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t t v1 : 
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t Now ing 1 t t is t 
{ ivt 
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? ~ | Ty TY 
l } t 1 ¢ \ ‘ i] ‘ t bef it 
; + " mo ft 
t view ing 
+ R c the } . ] ’ = 
t re sy rv little | Cee not tf g D 
t But y is Liv CLzl t \ I i i ca 
‘ whit . ‘ e ‘ ‘ +} 
t T é _ lal | 4 | > ‘ 
Il. THE NEXT IMPORTANT STEPist 
t Ww isdor ‘ , ‘ twent 
( ‘ ‘ ¢ 1 | mea t av ‘ g l not ri 
s irn t ta ! 
P ‘ \ ‘ . ¢@ the tir ‘ 
st Tt — Ww the things ’ n t ‘ ill he 
’ ¢ «ft ‘ i+ 
\ al i pt ira 
oly i ; tt ment t t ft | | 
—— ‘ 
i M s s t t cn Bite 
ly " ‘ tanec + | + 1 . + S| 
R \ natrit ’ 
ity | 
' 1 f . , ‘ / 
1. lr NIGHT, that 1s to say t \ 5 t me at / t 
| st t i) itig i ist t 1 | Cc1ic Wad 
. vot t he ; ntil twelve 
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t t y 1 ( I | > i S ‘ 
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qu la ting her clothes and her at as that 18 W yrt t t about a 
‘ ] | ‘ 
N I aa t t ted 1 } 
.) i 1! ae | 
| " t \ it ¥y 
] } : . ‘ 1 \ 
\W | De i i atc y | i. t t 3 v\ 
s it may ! 1 in an oft must s ’ 
tively | ins ( DY a Sult ntly Sa indiing i 
‘ + ; ' ‘ ] 
f the rest t t V Ss ] ct ink 
t tect it m damag t ( nag 1 la I ting \ \ breathe d t 
t i vitality t imsuf t rest t tt t . t | 
1 of those tempting visions that terfere strils. J t it 
, , 
t t lay K DY la Filing | I 1s t ‘ I cs t vil t 
‘ f " a as. f+ 4 
~ > a sy ~ i i t . 
oe © : 
( } i ‘ 
\ + , 
\\ you £0 i 
1; \ ; tory m, Oo t iy D nt think 
‘ \ st tas irta I 5 
‘ ! sta 
_ T itt ips t { s \ | 
; I i) 
| 
i\ i " s I 
| 
e i S \ every 
~ I x c a> i ~ 
t of ‘ very ‘ 
‘ ‘ ‘ A, ‘ f 
. Se vf 
~ cy ‘ > > ~ > 
' 7 > I 
lil. H THIRD ACTOR grow 
1 ¢ \ ‘ LJ] e . 
, lie . ‘ Going to S t ria 5 tie 
| | 
n t Sc ’ i ad i i I 
‘ il t 1 
} ? ’ ; 
: ’ i» . 
taly 1S in the o Wes 
. é y , 17s m thi ELIEV! t t oth italy and OSIcily 
t i vi art in t] United States Phe lirst 1s 
, , , - 
I ‘ y | ‘ | tiv 1 ] ‘ 1 a town If | ‘ I 1S an s I Is 
, , + + + | ; + , > 4 . + 
£ y i bACL { t \ i ( S 
, : 
. : ‘ ‘ ‘ the 1 towns | ans 1V e shary 
t to t atte t \merican peop 
t I us Ss 1 . = I go tire t \ I r exampij(e, a 
| t o eve eT a Ix < < t { t states \\ ] 
) i very its histo | fore t é t Na ing two in Cali 
\¢ \ \ S tit ; the hiicinecsc i ’ ’ ( ne (; ‘ sta < 
| ‘ | Mila: ] , ' 
i> i ‘ > I » y ) I st Nilat 1 Mi ! s ’ { 
‘ me s s matter to t mselves. coop seven 
ting a y. You may t k the MOS Here is 1 icity of names 
ind servi t enterpris tor whi \ | ur cities t ~ lt tact that thev 
1 f j 1 - + ‘ ‘ 
nA to be ‘ ’ , D 5S It 1 \ 1) a a ‘ y ites ry] 18 Rives 
j ] : ] ; ‘ , ys ¢ | 
\ ir 1aea t I t you do y ir particular stunt point t t | i tile | st Ofte ana ‘ 
well or as is you can, you are all don Railway Expressmen that addresses on pack 


at five o’clock. Well, maybe you are. But the ages to b hipped, s ld give the “state” 


head of every business is a Leader, and the’ in full. The reason is that abbreviations may 


people who work for him are, so to speak be misread and t hipment go to the right 
disciples in the purpose he is trying to effect town, but in the wrong state. It is your respon 
Let us look at it that way for a moment, even sibility to see that t labels 4 epa ar 


it 1t makes us um ynfortable. correct and leg 
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BEGINNINGS AND ENDINGS 


How analogy helps us shorten many prefixal and suffixal syl- 
lables to one brief stroke in writing long and difficult’ words 





944 


By JANET KINLEY GREGG 














FTER t idays the most serious work 4 
of t year is usually done, with no in “+e ex + (treacecieoen) or (el<acedd-ocn) 
a : ar ae 
ter t s in sight, at least until the 
- : ; ie om 
rst attack of spring fever. For shorthand this eas is a on ds Cine 
very fort te, as the groundwork for those 
» started in September or October is now —- 
ll done and the development of speed depends eee ns + (tr-8-e-1-0-u 
constant, terrupted practice. It is a ae 
known fact that the speed of anv writ : : re + (tr-a-e-i-o-u) or (cl-a-e ' 
ticularly an inexperienced one, can be great 
by the inclusion of two or thre« Tt 
g, unfamiliar words in an otherwise simple 7 ae FOS <P LOFSOee-S) 
it of dictation. With the analogical word-be- ese forms are not so formidable as they 
mn l-endings at your command, ap it first el f 1 fe vords in 
is t ’ why this should happen to ach ¢ sve been learn ' s like t 
With them, s Is as agricultural, follow easily and naturally by analogy 
retrospect ’ | are easily 
| ite ¢] —~ i ) ) : -_ 
( K W not De ise each word has <_< > - —, —_~ < 
1 lear but because the a — a, ») 
c 
} | } , 
t s t eginnit gs and endings that € i 
: c= @€H.,, 
te iny WV s have been mastered + 5 > 
| ) 2 
| 4 , : , 
PH! | tes a likeness, or @ —, Sg “oY. 
mila From the point view of short . dé —S ) 
Z c 
Ss treating certain beginnings o1 = = 
. , , , ~ 4 — 

' s in the same way when ther« > ; : — — 2? ? —¢ 
sa lil ; a similarity. In the first group, 4 ( ee yy, 
ex given in Chapter Ten of the Man / 

the cmt rt } ‘ + | m1 
: . arity S im the tact at Gisjoin centralize, centered, control, counteract, constructive, 
g t st part of the word 1 ites the detraction, deterred distraction, destructiveness, 
_ ' ar . ' Tl electrocute, electric light, extravagance, exterminate, 
Iss na a wing vowe! rie exclude, intrigue, intercede, entertain, entreat, intelli- 
’ ~ i t in bs VOW gence, instruction, retriever, restrictive 

S + < nier t y may yn . :; : ' 
; ly Come ‘ Many ng v s are easily written by 
I x Un 1 AC inalioRy Irie tta g s e tw r t ee-lette prefixes 
f t ixa ms may include another noe deiok tt of te « ine @ 

‘ “ils : : ‘ ‘ ¥ r 
. < vith extr-, exter , " ' 
. : compound prefix, as, for example, in decentrait- 
a , It is tant to Keep thn s)oined 
itline close to t ul t body ot 
the word that it wi t b \ ked 1 

ld ° cen + tr-a-e-1-0-u ) 
ripti 
‘ ™ a)’ s 
. 
F , r — 
con + (tr-a-e-i-o-u) sa 7 ae > aii” 4 
j 

—F ? 


cons + 


( tr-a-e-i-o-u) 


de + (tr-a-e-i-o-u) 


dis or des + (tr-a-e-i-o-u) 


ec) + (tr-a-e-i-o-u) decentralization, senscontredicted, encounters, mis- 
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‘ ? 
construction, undeterred, redistricted, indestructible 
, su r supr 
inextricable, distinterested, unenterprising, unintelli ; 
gent, wninstructed, irretrievable, unrestrained 
fully york may begin on t : d grout L under 1 tal : uid it ntinu¢ 
hi 5 I it e Vari i t s t y | gt taking dictatior 
op! aq? | sav \ sa V lal i \ I t I s to 
rom the brief f f t) 1 aa it S lefeat t 
\len , and ; \ S | S ¢ res il 
time and ’ , < y vou ting / 
toll wing ¢« ? ' is re <9 Q \ ‘ ‘ ‘ 
memb ‘ rg < ‘ ‘ " n tha 
For the t ‘ mb t 
+ ‘ et let? ; <t + ‘ © < 
‘ r . 
indicate sm Pui ‘ 
(plus a vows $s ex $s by m writt t $s that t 
12.03 , 
slightly abov tiie stort in writing Q { 
magnis f, Io Xal e, this 1 of abbr t t \ I 
Viation may ipplied, so t is quickly of G 
ind easily tten with two swift motions f y s gt y d 
, f ’ ‘ ily t is 1 ‘ pe ; ' 
\ ¢ — ‘ ‘ , 
\ £ Ss S \ ys 
) t ent y new, as 
t y t ent lor sor tire 
. t é , the ending | 
igr-aggr ant 
S S t S ' yt th 
i Wea ‘ 
< 
' t dS vow 
dex nc rec ‘ e¢ 16 | 
v4 
nagn- M mult 
J ' 
c ) J C 
~~, -™. ¥ Z 4 d ¢ bo 7 
eT inder ” 
r f s 
AW ( — C 4 
para- post <« ~ s OQ 
/ 
4 > 
ee 4 - circu- circum- (7 ¢ 
self- circu- circ é c / A € q 
super- supre- susp- suscep- j 
. ee short ship trans A) : 
7 scribe, -scription, -cient -tient, -ciency -tiency, -pose 
‘ grand ,Osition -pute -putation -ure -ture, -ual -tual 
“spect, -spection -quiré -pire -nsive -gency -sure 
ure, -flict -flect, -fliction -flection, -sult, -nment 
IF difficulty is experienced at st in 1 
ng any of tl wrd-beginnings in n Pa ‘ a 
easy aid is to concentrate on one typical wor t ther , . ls as con 
} 171 ‘ retiail] } + P - = 
in each group, memorizing it caretully, so that readily to n mples occur in the drill 
1 | + e 7 on . +’ ; ’ 
rom the one torm the writer ca gure out ypposite and i t month’s review 
the others. For example, 1f the outline 1 
. ] ' } ' written , si . os . 
paragraph is earned so that it can b Witte IN studving t ned word-endings Kee] 
quickly, without thought, the tact that the dis in mind that — ise with the word 
’ As ‘ ' 1) he ler ait , 
joined p tor post is written on the line ts aut beginnings. whet , ccurs between the 





matically learned at the same time It is help body of the 1 the disjoined character. 
ful to realize that the left-s is used to indicat it is understood—t t of disjoining the end- 
f } } hat nid ‘ ' ' , ’ 
self-circu because that is the s that would be ing ol the word indicates the vowel. The idea ‘ 


required if the word were to be written in full; of disioinine part of word to indicate an 


likewise that super-supre is expressed by a omission is something like the practice with 

right- or clockwise-s because that is the s that which everyone is familiar of reading between 

would be used if super were written in tull the lines hae inderstood” vowels are indi 
cated in p ‘ the follow list 





self, circu, circum ‘ ia 
“Y (i-adeal, cle Continued on page 235 
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trans- 7, 7 & ~< —_—os 
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4 
Oc A a-e-i-o-u)tic, tical, tically 
‘. (a-e-i-o-u ) lity 
a7 ulate, ulation 
ae ‘A 
C a-e-i-o-u) bility 
a a-e-1-O-u)city, sity 
Cc a-e-i-o-u) logy, logical 
a-€-1-0-0 rity 
i. 
s , (a-e-i-o-u)-fication 
c 4 ograph, ography 
/ ~ egraph, egraphy 
a 
1-e-1-0-u)gram, grim 
a 
ward, hood 
> 
/ ship 
, | - (a-e-i-o-u) mental 
J (a-e-i-o-u) nity, mity 
7 ei 
4 (a-e-i-o-u) stic 
Note that in the first two examples of dis 
ined word-endings listed in the Manual, the 
rst, , acle is a two-syllable ending, while 
> the second, -tic, -tical, -tically, with its preced- 
g vowel, is a two-, three-, or four-sy‘lable 


ending : atic, atical, atically. The rhythm of the 
disjoined word-endings is a great help in learn 


aloud: arti urity 


Say rity, ority, 


ing them 


atic, etic, itic, otic, utic; and so on 


Cc J 


C 
O 


\/ 


O 


—~— 
— & Cc 


¢ : A 
“4 ¢ —S >. 
aA 


disp(a)rity, cel(e)rity, maj(o)rity, obse(u)rity, fan(a)- 
tic, asc(e)tic, er(i)tic, hypn(o)tic, therape(u) tic 


THE last of the shortcuts, or abbreviations, 
consists of the principle of Intersection. A list 
of words that may be intersected is put in the 
book as a guide to the writer, but obviously 

the interesected outlines shown would not 
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writer of short- 


be likely to be used by every 
hand. It is a valuable asset to become accus- 
tomed to the idea of intersection, but the specific 


outlines needed by the writer will only be 
known when the nature of the position to be 
filled is known. Certainly the stenographer 


oad office will need the in- 
names of 


employed in a railt 
tersected 


1 


outlines for the 
stenographer in a bank 


various 
railroads, while the 
will need quite a different selection of outlines 
[he court reporter, of course, will need them 
all! But it is safe to say in general that unless 
the need for them is very frequent, intersected 


should be used, because it 


yutlines sparingly 
will usually take more time to write an unfa- 
miliar abbreviation than it would take to write 


the outline in full. Of will 
constantly use such intersected 


af... OC. By one 


rsa 


course, everyone 
o: 
outiines as 


probably vice 


~_—_ 
, ae a 
Ses 17 


— Ce D 
Party, Republican 
price list, list price, order 
draft, member banks, curb 
market, stock market, Assistant General Manager, 
Board of Management, Board of Education, Chamber 
of Commerce, Great Britain, Costa Rica, Gregg Short- 
hand, Gregg Shorthand Manual, Lieutenant General, 
Brigadier General 


- ah oO 


A.M., Party, 
politcal 


blank, 


P.M., Democratic 
party, C. O. D., 
vice versa, bank 


Much time will be 
tery of the abbreviations for 
page 


saved by complete mas- 
names of states 
269 of this is- 


ind cities (see list on 


sue), as well as the more general termi- 
nations for place names: burg, ville, field, port 
? 4 

KY 


(rs £2 ? 





Brattleboro, Plattsburg, Danbury, Baychester, Fair- 
field, Stamford, Burlington, New Britain, Williamsport, 
St. Augustine, San Francisco, Santa Fe, Evanston, 
Jamestown, Louisville, Ellsworth 












T. 
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tain 
, 2 ’ tate at 
them in less time t it t t | ad amis silliien ie 
ay them, as t y cannot b togct t ther mot r ’ father 
, rt there for , there 


thle ¢ aie e lane : lily . tical -tically fa polits f phar 
; : naceuti alphat ti cr -honist 
asity t ist, ¢t t ‘ ist tition -tation | 
Next mont we sha hav t] , 6 . = tat tati 
ft nner a3 . , , ition titude ’ fort 
; aia ; : f trans 
r ’ ture /fur ’ fur 


-ual -tual 2 mutua 
uate -uation radu 
, perpetuat ul ’ ter n ulti 


A Review or Worp-BEGINNINGS ular fw ' r, ulate 
ulation formu! forn ula 
AND ENpincs—lIl ¢, population; un ’ under 
drranged alphabetically for easy reference , , =o ¥ y —_ 

idu -ure ’ rocur 

verge da ’ verse -versity wer 

nment ’ , , , rsit 
ement msive « version ver , hoes rstov 
/ ’ ntic ” d 2 t ants vity by 
ograph-y ¢ lve, , ward -hood fur rd, awk 

raphed f upher, over rta , urd ” , ’ 


ner , : where reat ’ ’ ’ 
paralyst ul ‘ 1% r , with ther ‘ fort 
repel, propei worthy 
permanent i" 
pire, perst ’ ram 
’ r f a 


“port comport 





position, oppose, of n, impose, impostti An Additional Tip or Two 
pro- profound, process, proper, proof, prove, prom on Taking Dictation 











burt ’ pur purchase pur pur f 

' ; ont ‘ TTHILE tal tottam wad - 2. 
purveete pursut -pute -putation ‘ repu / fill ta ! tl , { aid 
dispute lisputation compute mputatror imput t t t tat i ¢ lists ot 
imputation, amputation, tndisputal reputable; -quire ' I : 

Tit sures, I I rf I rcTS 11Gs May 

imquire, require, requirement, a ’ aqutir -rate 
a urate, ¢ j ra narrate ne mor ~ perat .. = t | im may ) 
bdurate, vibrat re- repa re ’ reasor vetors Siisener ¢ secure aoe f the for v 
el r news replace re ’ , ‘ 
te a woes - If the dictat ses t <pression, “Mak 
reclamation, reciine, rec t, reciu restr- r rat : 

t ¢ tter « oly means or orie} 
restrained restrect unrestricted ’ friction ret: tiiat ute . . 16 ttle 
retract, retract retreat, retr retribution , nd six copies 
rogresstov -ric tnheatric, camor ert jastr Cry not t ‘ P dictato lf he 
fabric, lyric, metric; -rity famtliarit zrit severit Tis ‘ = , 

he ‘ P f makes a Siig rm ngegiis co ect it 


wmcerti ’ ror rit 


-scribe -scription subscril t i before you olts sug tions, wait until he 


lescription ” ril pres t self circu stops ta king M it $s preter sugges 
ircum- selfis self-confides f t ireu 
c , 5 ; tions aft t ett con t y dictat i 


wrcoulate rou circum t self ’ ‘ 

selves Aimself, myself f ” ’ However, you s nst Uy be alert t 
ves rselves; short- ship rt horte etect errors, part y t repetiti 
yrtcomir hipboard, shij sion -tion ” 

pression, depression, fashi : ft m 

tion; -sional -tional pro: professional, pr 

1stona nationa 

tioner -tioneer mm ' ’ itioner, executioner dir-tatas tated lott, may dis 
nfecttoner auctton ’ some Dod mer : 


r 


t \ i ig iphns 
meone somewhat ” ’ ¥ i } 
: ] 1 ' ; ‘ nod ¢ rl ++ wy % 
-spect spection W Ww prospect ike GOW { , and mark it d ‘ 
prospective exp / iv ” 1 , | -stic then go bac} ‘ ‘ rt ft , tter it whicl 
artistt el ! lrastt mt { F i Ba : : ad « - x n tl 


sub- subdu substa bstatute subsoin, sul 
head; -sult result, result ’ ited ’ 
tatt adesuitor sume ” ’ ” sun 


presume; super- supr- suppr iperintend, superior 





supervise s row Pfr suPpresstor supp rt + - 
. s ; P : serve as i reminde! that you s§ yui¢ insert 
-sure -jure -)ury assur treasured, abjure, conjure . 


perjure (perjur injures (imjurtes); susp- suscep- an omitted parag ipl 


i 
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] t I | > i> t \ it Tl 18 
} st i $ ve she 
! iat y of the various 
klets ts. f . laws re 
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usually within 


linger, o1 


dictation is over, do not 


The Guardian of My Wastepaper Basket 


By DOROTHY M. FIKE 


thought flashed through my min 


sheet of 


FRNHE roo us very quict—too quiet for 
city ofhce. Perhaps that was what annoyed 


t the already full wast 
, , 1 it an tossed it 
t Na ls t S t nN I dre W back 1 
terror ! 
[he wrinkled ba paper was whirling 
I l d t lv whispery 
ait i a i i . } 
soul ainbow \ t like a 
mist 1 the s s beg t i voice 
Suddenly, | his i 
} ' Ir RN ; ‘ | } 9 
hy . ‘ et g ‘ 
t i 
I WAS sti 
= the enol Nery - 
M I ‘ | il ( 
aps you W irn how to treat servants 
when you s t you've d t 
tect | WI 
you, anyway 
I an he stated, lifting ubsurd little 
it and bowing, “the Guardia ur wast 
ae ' ‘ hasket elf detailed 
to « f t 1 I stand i 1 | 
ret I T ellent s I t ive | 
‘ ie \ i\ mad t | bet 
my tin y look at n i ive been 
g lan uitht servant, al uithtully 
t ¢ s t paper i t i t vl n it 
tried to es ) How ive y ud 1 
\ have aced b lens y back that 
[ cannot b He paused f breatl { | 
vdde | ‘You h ve been i ird stress 
What do you mean I asked, “How « 
I be a hard mistress 1] saw 
re re 








eave anything 

How ts your technique in taking dictation? 

ma Ha 

t t plac Oy i ve i\ you tosses 
to me pa vith but a single word upon it 
Madam, I am exhausted! 

But I didn’t mean [ faltered, “that is 
l I wouldn't t \ for t world. | 


g Girls 
thi puffed. “You never 
Madam, and I will tell vou 


Fiks t to take care of ut 


isable 


terial-—di | letters, a bit of string too 

‘ 1 ut mark my words 
wor , the stub of a pencil 
thang » further uss 


single 


Nev v is paper with ya 


: 
t Chat is an insult—a very 
tear off the clean part to 
ise for not \ few errors are excusabk 
M iny, a f i lessness and a poo! 


“Work s er! He who ‘makes haste slow 


‘ does not destroy as you do. You call your 
a stenographer—then type like one \ 
tepaper basket ed with spoiled forms and 
tterheads most certainly is not the sign of a 
“ul ster ipher!” His rosy suit began to 
take on a shimmering rainbow aura, and the 

rs began to fade even as he spoke. His 

‘ grew rte 


before | dared 


1 ik t y l } ire est 


your superiors 
notice what I have about your work Chey 
H \ 1 faint ispering sound 
Farewell, Madar I hope you will not need 
+! \ , if ’ 
{) t [’ ny best 
B l | i instead i a und 
i i iV mt fl where 
t t | 1e tive erflown g basket 
tel ging wildly, but, betor« 
ring it. I paused to retrieve the piece of 
ul led paper Like 1 skeleton t a feast it 
ve t l t visitation of 
eit ind t ‘ idvice that 


juardian of my 











to 


. =_ 
pat 
» 4 ant 
- fa by 
4 F te rf. 
: 
Pa ‘ 
a’ ” ‘ g ’ 
” Ps ’ j / 
J ’ ; + 
* <s ge * 
\/ . s\- fe 
. ws 
- x 
Pa ‘ T.. es & 


t s 1 War Front last nth b 
\ M ince tl it me ort you 
may \ I vs V Seca 
é ; t iy wis 
e a g this ssage, t 
t t t " V-Mail thi 


seas 
( it idqua s, we k that t ( - 
il will b glad to i\ S im id ili OF 

you 1 his @g tings An kno that 
you will joi s t i irt 
‘Happy New Year!” t vith t 

ype that anot year will see him ar 

is buddies sa me tf " ily Merry 
( istmas ! 


Use for Old Cards 


NPEAKING of Christmas cards re- 
minds that we have intended for a 


g tin iss along to you a clever 
idea ginat by the Scriba Commer- 

al Club tosedale High School, Kan- 
sas. City insas, for om f their 
( stmas part used Christmas 
cards ) vious yeal took 
out the ins sheet with 1 name of 
t send trimmed the outside to the 
desired size, and stenciled the Menu on 


vaage and the Program on the 
third page of the resulting folders, They 
table decorations. It 


job; we saw it 
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NEWS w 


Wins Award of Excellence 
Among First Cited 


¢ ‘ ‘ ‘ Suggestions 
Syste i \ t S \ an 
recognizing t $ Sta 
embers t ‘ DD t. Fiv 
piovees t \\ rf ) ( We 
sented the : Sx tary Har ] 


t 
\ward x 1eritorious mo 
af ' et 7 —_ 
is 4 IN N amak CierkK 
Vilas I > 7 
t Wa s Bra h of t (st gz 
‘ \ . *1 
Survey \ gton, D. C. She sug 
+ ‘ . ] ‘ 
> i ¢ ine ] making 
s that in cons [ Sav 
, ‘ t 1 
? , | 4 
> ‘ k “ A LAN i re NN 
' ‘ ; ‘ e f =. 
is epare req \ 1K 
} ¢ ‘ — 
subseq y s asing office 
. the is transferred to t 
| \f Tor ' ] ‘ 
' < ured by ft 
? y ? 7 + 
‘ ~ ‘ SiC} ‘ 
+ ly + ea ] 
¢ ¢ » 4 e sition 
> I + 
~ ic Ss y i . 3 i 
1 s eT ait 
t v1 y 2 is 
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I WORD 


AND PICTURE 


quit l i 
If the pr x ed- 
re is the same 
in all govern 
ment offices, 


it a simplif 





ition | thie 
itine vo Id be 
ttected by tl 


ygvestion 1a 
government put 
ising 
As S tary 
4 
ces § 1, when 
iking the first 
awards just be 
, 
tore | inKS@IV 
. ' ' 
ng, gica 
pers t I 
| 
( in 1dea 0 
ving 1 
( es 


? 


Suggest a 


| } ; r 
to make a ara 


task simpler ot 
tim ’r money- or eftort-saving device, is 
or woman on the job, and the ‘know 
how’ of the workers at the bench and th 
be recognized and harnessed if the 


Fight Paper Waste 


HE saving of a tev sheets of paper a day 
by any one of us may seem inconsequential 


to but multiply that by all the millions 
us there are to do the saving. It takes 81 
tons of supplies a month per man to keep out 


wainst the 43 tons 


huge quan 
material 


fighting men overseas | 
in the last war), and this requires 
tities of containers and packaging 
’ A reducti 


papel 


>< he mce 7 ' 
5 per cent in the use of wrap 


m oT 
and bags by the public will mean 
saving of 250,000 tons 
million V-boxes for 


ations for combat units or to package enough 


ning 
enough to 


n annual 


YU emergency 


blood plasma to care for all the men likely 
to be wounded. Use less paper, and salvage 


all waste. The paper mills need it. 





itv, ma 
ind ener 
trim. More 

The 
ilter ft 


1943 


estants f 





winn 


' 


photographs did not reacl 








2 


Pfc Arthur Sparks Conner, 

1943 O.G.A. Contest winner, 

and a group of Hawaiian 
contestants 


Contest Echoes 


OWN in the South Pa 

cific, in Hawaii, or across 
the Atlantic, or 
uur ships at sea successo 
to Arthur C 1943 tith 
hard at work polishing 


aboard one of 
the 


onner’s 


' 


nay be 


mm Mic OF 


her shorthand style, 
letermined to win first place 
the 1944 O.G.A. Contest an 
unced last 

spite of their rigorous military 
v of our Greggites are finding tim 
to keep their shorthand in good 
them! 


For in 


" +} 
montn 


power to 


h us until 


report of results was printed last 
we are sure you will enjoy seeing th« 

and the attractive group of cor 
om the Hawaiian Air Depot Appren 


tice School who also took part. Miss A 
Keakealani Lee taught these girls as well as 
the Farrington High School Grand Prize ( 


winners 


To Encourage Reading 


at the S 


ot Salina 


acred 


IRR 


Kansas, comes a s s 
iy want to adopt in you 
end of Sister Vin 


worn copies of the 


that you m: 
the year 
us, “many well 
find tl 
Heart 


eir way to the library 


High School and ar 


placed in a special section to be checked out 


for supplementary reading. Extra credit is 
granted ambitious students who delve into their 
shorthand secrets.” 
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Streamlined Phrasing 
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By JOSEPH CALLAHAN 


N t f t ived and help it 
has me in te iking crises, one 
princip the Manual towers far above ° 
t t I s chiefly to use of this prin- Banking and | -+ 
ci] use deliberately in the midst 
\ J 
an 4 J 1 stenogra . 
ny { Ss ro war a 
tivit t 1s t f Intersection TH! Wat il I \ 1 \ re 
Intersection 1s ife in working prac into frequent use a number of word groupings 
because it ated forms hich can be readily identified by the use of 
t ett + ‘ t yrapher ‘ : tan F re 
eld b t tly recurring 
ases t ind, experi- ¥ 
ments t s and creates ; 
a suit t First fixed i1 
. 
the n sed times in actua S ia 
ictat - turally int A 
the . + ( 
c, ‘ ’ space, and 
mot t it necessary to - 
4 + - 
mast wavs Chev - 
vive 
1 ‘ . N + - 
(1) [ at s during ( 
li tation 
») Cha t wit i dictat - Secu ~ 
ngerous ah 1 of 
| 
s ling D I trans 
Oo tec 
| } ; ; ‘ ; le | 
ae . To make an O I iend serve i tu 
itl s . ¢ ‘ 4 ’ ° é 
=) [ merely make a ticeable change in the 
; 
, P point of intersect 
minatior o! spasmodk erKS and 
\ tary pauses in writing fu 
itlines, esp¢ ly familiar ones , D { 
Tr ) ra } to extra tin 
' i \ 
I | KS 1 ( 
tricities of the travel busine Like all busi 
AND 
nesses, how many of its t Ss are in cu ; rs , 
' "ry 11 1 (,overnment and ot ilphabetical agencies 
rent, genera 1S¢ lr} i wing utlines ae : re, 
1 4) Leah! Capitalization marks uuld be avoided, as 
identified t mistakably to me a ; . 
‘ ‘ ‘ f ss they slow up forward motion Yet some 
mg as ’ t sery ) tha . 2 
listinction must be made between capital 
nitials and full names of bureaus. Again, 
a? ' 
A 
telephone mnversati = — F s Defense Plant am 
2. c Corporation 


ship's manifest 


shipping documents 


War Production 
< PI ¢ Board 


“ 


( / Office of Price 4 


Administration 


b 
f ) 
/ : 4 American Federa- ; 
Kh A.F.I < tion of Labor 


I 
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ON MENDING OUR MANNERS 
A hint or two on what goes to make up the winning personality 


that must cap our technical skill if we want to get to the top 


Ry LAURA KUHNEL CHANEY 


} * Lif ; +h 1 
‘ e a ‘ t \ c an ¢ i i 
- + w ‘ ‘ wy t \ S | 
S S ut W t ' 
‘ ; S t LJ | i y 
( it elhiciency S I A ¥ l i 


not. of itself, carry us to the heights. A 8 as hy Instead, turned the hostule 
| few geniuses may disregard this tenet, but glances ; then, t a word, walked out ol 
they are the exceptions, not the general rul the room. And later he accused his chief ot 
| Vi st r st \ iz pers Ss. wi g ig t t i him t 
an lay t y average ability. It be I ds! 
yoves us, therefore, to Ca] ir acquired : 
Vile with that other great essential—per GRANTED, this was an unusual case. Ft 


lity aries are spol l completely as t 


og the expected introduction or recognition 1s not 


’ > : Business etiquette demands that all workers 
ordinarily ascribed to it. It contains su ; : 
; — assume the twnpersonal attitude [his means 
. +? sor? rit , 4 ° 
ing qualities as courtesy, amiabulity, co 
2 : 2 a : F ’ they must curb all emotions The wise worket 
peration, dependabieness, cheerfulness, mod - . : 
; : : . will remain unobtrusively in the background 
sty t eranct cieaniiness tact ven thes . . “ 
ws ; . intil summoned, when some procedure out ot 
e not a I the com] Its truly soot +] ee ig ret Ho - ee ee 
, . P ii rainary Is I PrORTeSsS weve! li al 
' R ¢ re s t ft < 
a ‘ ‘ cy ai ‘ ‘ ‘ 
erro! has imadvertentiy been made, a Iew 
st t word , ; : 
. : . ‘ words of apology are usually sulficient And 
Most ot know the simpler rules t col “ - : - : . 
most assuredly they are expected. You and | 
t t ivy | I ed yy the more ; ; . » 
t the employ ire lacking in manners 1 
at unusual situations, < n : ; 
, ve la to cog ind respect this ¢ i 1 
ryt ? ? ct ti it ? ire | ) sets | , a et . 
nners " 1 d bus S 


I 


MAN’ women workers are confused whet 


| | y meet their office superiors at 
1 1 ? Y ? ] | : } | } | 
ede a lady 4 roon evator at a socia social affairs. Should the girl speak first 
} } ‘ ‘ ; ‘ ‘ ‘ ‘ 
uir. yet es it ily in the business Should s ; th the boss Should shi 
’ an te te od anon ' “tae 
1 and ere it 1s not iooKed U] -ev ¢ un his party’ Of young lady embarrassed 
each of etiquette If we, in our ig ance both herself and t f when she failed to 
s bus ss cod s y resentment or dl indie su a tuatior rrectly It happened 


a restaurant | gil vas dining with 


8 , 
“ nce i ost to a larg 
Men and women ar or less on an equa uty As it is eve 
footing the business ld. Let's accept thi oreet f vely while dan 
act a act gly g, she st t it and ta 
. 
Cc \SI t \ ae | i i iscil ituation I yery 
j ; 1g Te’ ible to | s emp ve that r The « t justa fleeting mule 
t ted. as a friend and equa most bow | ( G eV ve, Mi 
But one day two business acqua Smit t n she t the employer 
t s ca to the employer's office to discus looking at Ar that nless he 
4 private matter. During their stay the young makes t next \ 
secretary entered the room, without having Should she and her escort join party 
been called. The conversation stopped abrupt Not unless cordially urged, and the invitation 


und t visitors eyed him coldly, as if to hould always cor Continued om page 244) 
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STYLE ISN'T JUST BEING FANCY 


That applies to your use of English as well as your choice 


of 


wardrobe. 


Correctness and simplicity 


mark good style 


By LOUIS FOLEY 


Western Michigan College, Kalamazoo 





have i 
we think of “sty 
ing?’ Most people seem to 
the vaguest idea of what it really 
analyze, however, the sort of thir 
usually said about it, or the averag 
ittempts to improve his “style,” we 
something of what it is commonly supposed to 
be. Reduced to lowest terms, apparently the 


general notion is that style is produced by 
d there, 1 


would be 


] 
putting on fancy touches here an 


l 


stead of expressing oneself in what 


called a “natural” In actual practice 
it is often taken to be a matter of working a 


Ino res TD1IT 
I il pu 


manne! 


few spt cial tric ks, wit 
to be “different.” Such :; 
to be said for it than the fond belief that “per 
sonality” may be achieved by ad 
tain kind of nail-varnish or hai 


nose 
pose 


except 
] 


in 1dea has rather less 


ypting a CCl 


Fundamentally, your manner of using lan 


guage is made up of two elements—the words 
you choose, and the pattern according to which 
you put them together. It seems clear that 
the chief reason why some words are widely 


misused is that careless-thinking people wrong 
ly suppose these to be somehow more dignified, 
ol higher tone, 
nary correct expressions which they know well 


more impressive than the ordi 
enough and ought to use. 


A GOOD example is the abuse of comprise, 
which appears so frequently nowadays in news- 
paper in printed announcements, 
and even sometimes in fairly well-edited maga- 


article s or 


zines and books. 

This verb is mistakenly assumed to be a 
slightly more “literary” equivalent of compose. 
Actually, the two words are directly opposite 
in their point compose expresses the 
action of parts or elements which go together 
to make up a whole, whereas comprise tells 
what is done by that whole which takes in or 
includes them. So forty-eight states compose 
the Union; the nation comprises forty-eight 
states. the words represent opposite 
points of view, the passive form of one may 
replace the active form of the other. 

Thus we may say that the Union is com- 
posed of forty-eight states, or that forty-eight 
states are comprised in the nation. When we 
read, however, as we may every once in a 
while, that some organization or body of peo- 
ple or things “is comprised of” so and so, we 


of view 


Since 





Se an express that terally makes 1 
sense iatever. Unquestionably the writer was 
thoroughly familiar with “is mposed of,’ 
which was what he meant, but the other verl 
scemed to him a litt e “elegant.” Wit t 
y particular thous c se what he t 
to be a synonym that s less “comm 1’ —not 
common enoug act, f m eV to have 
become awart s meaning! 
AN ev ryday s t t same sort ol 
misguided “‘f y t is the distorted uss 
t anticipat s t meant simply “expect.” 
Literally, it means to head off, not merely to 
expect, but to act in v.ew of that expectation 
We anticipate a request when we foresee what 
will be asked ls ly it b the nee 
desire f it 1s ited t S I 
I ipate an opponents move is to perceive 


lo and to block his 
action in advance. True anticip 
cefinite attitude than just 


about a future event 


hat he is going 
ation is a mort 
thinking in general 


ANOTHER confusion of ideas appears in the 
transpire as if it meant the 
b would be properly trans 
“leak out.” The Frencl 


literally ¢ 


use of 
“happen.” 
lated “seep through” or 
word from which it « 
to perspire, but it was adopted in Eng 
lish only in a figurative sense and can prop 
erly apply only to news—not to the occu 
which the “news” report. 

So one might say, “At first it was believed 
that the had been beaten back, but it 
now transpires that 
strategic retreat planned long before.” 


Same as 
This ver 
omes means 


nent 
Sweat, 


Trence 


may 


Germans 


they were executing a 


IN recent years ther¢ 
abused or overworked 
which it seems to be 
great many people that it means nothing els¢ 
than kind or sort, though with a little more 
“technical” flavor. There is just enough vague 
the ideas involved to 
make this an insidious one, and to 
enable it to become widespread. Educational 
especially, positively teems with ex 


has hardly been a more 
word than type, 
taken for granted by a 


about 


between 


relationship 
confusion 


literature, 
amples of the word in this present-day loos« 
sense. 

We meet such phrases as “the traditional 
type of card,” “any type of contest,” “the type 
of record desired,” “an informal type,” and so 
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no meaning is discoverable other 
sort. Sometimes it means really 
nothing at all, as in “an informal type of letter: 
or note,” no idea of anything 
but an t note. An article 
ods even speaks of 


on, where 


than kind ot 


where there is 


informal letter or 


about teaching met “the 
newer types of reporting elementary school 
work,” where manner or ways may be pre- 
sumed to be what the writer meant. The es- 


sential meaning of symbol or emblem seems to 
have dropped so far out of sight, in the minds 


of many people, that one wonders what they 
would make out of the poetical reference to 
violets as “myriad types of the human eye.” 


] 


used, i 


AS comm nly the phrase “a large per- 
centage” is no reliable indication that somebody 
has been compiling statistics; it may be only 
i i gor rd 


a pseudo-scientific way of saying “a 
’ Character 


many” or “a considerable amount. 
and nature, whict 


valuable 


ought to be respected as 
often treated as if they 
ling more than grammatical endings ; 


terms, are 





interesting nature,” he means only that it is a 
very interesting book. 
For countless speakers, the word particular 


means nothing in particular, having entirely 
lost for them its implied contrast with general; 
when they say “at this particular time,” all 
that they mean is simply now—if indeed they 
even mean clearly as much as that. 
Educational articles wearisomely overwork 
the word individual where there is no trace of 
any intent to use its implication of contrast 
with up, or with society in general. 
lt is only a would-be high-sounding or “techni- 
cal” substitute for person, for more specific ref- 
erence to a man or a woman, a boy or a girl 


some g? 


THE careless or ignorant misappropriation of 
respectable terms, which ought to have genuine 
significance, in order to give one’s writing a 
higher-class tone, is one of the worst things 
that can happen to language. 

A wish to be more elegant, without bother- 
ing to pay attention or exercise intelligence, is 
no doubt at the bottom of various grammatical 
absurdities which one may hear from time to 
time in conversation. “Between you and /,” or 
“They invited she and J,” sounds as if some- 
one, having grasped the fact that “Him and me 
went,” or “That’s her,” is not good form, had 
rashly jumped to the conclusion that in all 
cases “he,” “she,” or “I” is to be preferred! 

Similarly, we may be told that a person “felt 
badly”—as if his sense of touch were unreli- 
able, as in feeling for a note on an instrument 
or trying to find a keyhole in the dark. 


Nort infrequently in business correspondence 
or in formal announcements we sce a simple, 
natural, and correct expression replaced by a 
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cumbersomely wordy locution which does not 
ht coherently into the structure of the sentence 
at all. In newspaper writing, it seems to have 
become practically the rule to substitute “prior 
to” (quite ungrammatically, since “prior” is 
only an adjective) for the natural expression 
before, which requires no improvement. 

With similar disregard for sentence struc- 
ture, “relative to” is substituted for about. and 
“due to the fact that” for because or 
After dictating letters in such jargon, some 
people finally form the habit of actually talk 
ing in that lifeless style 


Since 


r 

THE attempt to decorate writing by artistic 
touches, which have no necessary connection 
with the thought to be expressed, has caused 
many a sentence to wander astray. Let us 
how this happens in a kind of construction 
which, in proportion to the extent of its use, 
seems to be bungled as frequently as any other. 

As an example, we may consider a news 
item about a “victim of gangland tactics” who 
was shot to death in a Chicago barbershop. 
rhis murder aroused the attention of police 
authorities because they were inclined to be- 
lieve that it was not a mere detached incident, 
but a “sequel” to another “recent slaying,” and 
perhaps more connection with the 
murder, the reporter has occasion to express 
the fairly simple idea that the police imme- 
diately began speculating on a theory. 

But matter-of-fact terms like immediately or 
at once might not be sufficiently “vivid” or 
“sensational” to produce the desired effect. 
Cherefore, to keep the scene of violence sharp- 
ly in view, the time-relationship might be indi- 
cated thus: 


see 


So, in 


The police began speculating on a theory 
almost as soon as the body, punctured by 
four pistol bullets, had been taken from the 


shop 

Here the main idea—the principal clause of 
the sentence—is still the same: the police 
began speculating on a theory. Though “sen- 
sationalized” by the addition of concrete detail 
to make it pictorial, it is still a direct, straight- 
forward statement. The simple thought has 
yet to evolve through several more phases be 
fore it attains the peculiar formula which 
professional writers apparently prefer. 


IN the first place, with absolutely no change 
in grammar or sentence structure, the sentence 
can be made more “arresting” by putting the 
time-clause at the beginning : 
Almost as soon as the body, punctured 

by four pistol bullets, had been taken from 

the shop, the police began speculating on a 

theory. 

This form, however, would not be “literary” 
enough to suit some people. The construction 
has to be turned upside-down, as if the chief 
purpose of the sentence were to tell us the 
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t cy issment ll t S proug 
t by it y \ iit i 
' 1 ‘ irse, we might t Tt sens 
| 
t s ‘ tional” dragging tt tol b t 
not necessary to t , ; , , 
Ay ¢ ‘ ‘ A ' ssment 
} i th . is . 
g 5 , te ’ 
trick t ’ f a ied ‘ § 0 far as j t , this 
’ ‘ S ‘ ivi sy ho | ‘ 
t contus ' 
tisa \ WN ¢ th-< tury I lly 
‘ ) ‘ soon sto b actically ; 
’ | 
\ ¢ ¢ } " | 
' t ta > ‘ ‘ i evi 
> i ‘ > i 
t < ‘ + _ st t os " hye ‘ 
f sol t y ils I t i tha istily written news 
< t sists ¢ ' + ; 1 ( 8 S they may 1 
‘ a ‘ : ‘ : 
: ’ . ‘ S 1 ss ‘ \ t a sine criti 
,¥ ‘ as 
i t ex r t Sa\ g tha v gs avout : mas ‘ , & 
rt 7 < tha ¢ it (srays I! t i etal t ™ 
rie re ' allw « , 9 ed is § iit ’ 
\ 1 Paris, G I is I West 
4 1 ey 
BUT even t ; not quite “literary” e1 copy of t t Madan 
The clev f the p g has to be ma Sévigne. This S 
1 ‘ <t " y ; ‘ 
I I t y vy go ti word order Ss y t ins £ l 
+ . } | ; + | , 
that t ! \ tou s t g at 
‘ 1s wit , 
it \ 1d 
‘ . sentence §$ then become In 
‘ S n 1 
, el y t s 
it so that we d 
s fia I Ss ¢ Ss 7 n | nan 
17 : P Wes . 
iraiy ney and 5 V« read, jus 
‘ T t ~ i ‘ , . , 
ONLY b irily scious « 
. the meaning I \ t inations 
S s ’ | ati , 
¢ we make t I this ) i Staten t tine 
‘ simple thing whi t had to say. If a reader 
sensitive to gram t al e may W I 
a , ’ ; 
I ANI 11k y, th Statement simply Goes that grammati ( Ss afl I st al £ 
, , : 
not make senst By the way co 1 it Nave n tney 5-3 it und 
—— ia. Miah punctured - * 
) Lie 3 that was ) ctured Dy tour pis trectation 


ither in spite of the sentence than because On Mending Our Manners 





+ 1 . } 
it 1 is this difficulty in the word order a 
1 ( at ent It res ts iron tine irtincia Conciuded from page 240 
, ' € t y the stess Unless 
hegi vit ) Alt g t ght 
sif ‘ ? rry ’ ? 
: : s quite sure a warm welcome tron 
1 i mewhat awk ird t s . 
ot st and st t is better to refus 
‘ . ‘ 1: ‘ 1 ‘ - ‘ ’ ] 
‘ A a y ’ ‘ Ss ( i l S1at 
: nvitations, at s meetings, than t 
‘ ISK af pung 
VKWal! t Say 
ry - - 
‘ had —— i 1 ‘ ' vent! ' ] ? iT nad 
Ha e body, pu d PHA! frequently heard lin Business and 
pleasure won't mix,” is still a reasonably tru 
7 T ] | , ; ‘ 
Lhe reason why th itter a ingement ms statement I niess \ al id it making 
more awkward is that had and been, wht go wise decisions, we might do w t d it 
together to form the verb, are so far separated However. in instances like that related above 


Yet you see that had must be thrown whicre it und in circumstances in whi 


is. if hardly is to be the first word. The sen volved before we realize 


nce could not begin with “hardly the body action will save us trom regrets 
for that would look like the beginning of an Courtesy 1s oO! the lities cannot 
tirely different sort of statement. This «1 ignore 1 we wish to n ' ANNEeTS 
A lated Pres lispat Chicago, November 3 Edmund W. Gosse Gray English Men of Letters se 
ries New York Harper and Bros 882 t 26 
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‘. N ry . | aT ry — ! 
A TOAST TO THE NEW YEAR 
J 4 h 4 4 Ad ” 
With a few pointers about how to qualify for our awards, and a 
crist of mail from fellow readers who are enjoying our program 





194; 


By FLORENCE ELAINE ULRICH 


APPY NEW YEAR, Reader! Join us ind read them over \rrange your time nov 
na toast for the New Year: May 1944 for practicing them. Make it a point to 
be the vear of Victory, and may it see qualify on one or more of them this month 


stablishment of a Bridgehead ot Good Your time in school is growing shorter with 


vship that will ring the Bells of Peace every passing week You must concentrate 
verlastingly for ali the Peoples ot the Earth! ird on what vou are doing, if vou would 

One enthusiastic reader suggested that t hurry your speed along and develop th 
eople of all t countries be taught Gregs needed accuracy for proficient stenography! 
We would then have an international inter Extra curricular study and practice now will 
st both friendly and codéperative.” enable you some day to procure and hold the 


The thousands of warm, friendly letters POSITION you have been dreaming about! 

1 came to this department from Greggites 

1 1 ’3 1 } 1 TT ' . ’ 
over the world before t War, suggests THE s thand and typing tests in this 


that such a program is not without possibili nagazine will put “zest” into your practice, 


ties Disagreements and strife are usually and the awards you earn will mark off you 


emote from the thoughts of men and womet progress as you increase your skill It’s a 

nd together by a common interest or el mighty fine suggestion, Reader. How about it? 
t st Q s potential “‘ambassa Good reaping! 
S I g Indeed, \ umble 

sé young men and women art 

me closer in understanding the P : 2 f . Pr; me. , | 

ome ¢ seieceient When miekian ointers tor Fracticing ant 

‘ al Sta > * 


itn whe lunches with fe Submitting Tests for Awards 


Berlin, Basle, Ron in a littl taurant u a THE Juni ind Senior O.A.T, Tests are 
ersal S i create il S I imitabl tests ol accuracy nd neatness, as well as of 
iv, a friendliness that might well be t ability to arrange material on the sheet 
vy politicians International good will Therefore, the O.A.7 Tests should be re 
not had from an exchange of envoys alone, peated until a perfect copy is made. Occasion 
t is cultivated by the people, for the peopl ally, on the longer, more difhcult Senior 

rh interest in one another O.A.T. Tests we allow an _ imperceptible 
g t 


erasure to pass, because we know that the 


ny e boys in our Armed Forces are sset to the typist, and one such erasure does 
icticing to increase their shorthand fa not necessarily impair the standard of a 
lity, | predict the birth of many new execu racy However, don’t become more adept 
ives after this war is over! These boys, evi t making erasures than you are at typing p 
ently e farsighted enough to see the pos t copies of the test! The time involved in 
ibilities of making good business or piotes topping to correct errors has a tendency t 
nal contacts, perhaps in the countries mpair your efficiency; whereas recopying the 
h they are now stationed, and they ars test helps you to build skill both in accrra 
¢ time in improving their steno ind speed 
It’s that little EXTRA effort 
h enables one to jump the hurdle to th 2. DON") O.G.A. Test 
tive cl st and t e t tlines wit n! 


If you are a student, prepare now tor a Write the O.G.A. Test over and over again 


: 
glamor IS positiol ne that 1 really excit vit cl i t if nt 
‘ g and interesting It ma be in t 1 can 1 t y t 
iutifully appointed office of an executive ont fl 
t may be traveling to some foreign port t ‘ Ret ‘ : 
trom hon wherever your professional preliminary t nx | t 
ts lie \fiter you complete your schoo nind and gain control in writing 
assignment, go over it again and again until tards speed and reduces fluency Retracing 


acquire skill in writing it. Turn to the uutlines for purpost t accelerating s} 
nd typing tests in this magazine ind contro s good practice 
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ive i i \ w t Ss I thes 

, , Psat nino 
making a bet is a t tests. Ret Test is a typing 
f handling t O.G.A l t test A y 

The best w to ti t O.G.A. Test t te tor t 
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@tters About the Magaztmne ; age, gaa: rose eee ae a 
; : ’ , did n 

‘ Beat Fs ” Tohenfeldt 

N n past } r f Ar y life my b cal 1 tor 

typewriting nd taking dictatiot I find the tw ' { : s¢ . | ming n 
years of short! 1 I had in scl t lvant ¢ the tiGeats 
I i hee re ¥ ( \\ ‘ ( Ca 
i aq L z k ‘VR ¥ 1 . . ' 

e f m } S hic | ¥\ I SKI 

ansfer I 1 . ' ' ‘ ting { e 
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I w sul t Gr Wr k Ve 
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understand ver the cos fa subs | mp 

j { Netski «6 
> 5 
. . . ‘ ers a 
>\ \ ES s ngnou rt R ’ 
Gregg Shorthand to distribute to students who sul . @¢ 4 
scribed to the Greco Writer, and Mrs. Barnes >! riptions 

nsiders the little book s elpful that she would t Gr WR send these subscr 
like to order enous t us iY ll her classes. If t I J Greener A 

s is possil pleas s ] additional r 

r > S 
Gregg Shorthar Typing Mas e 4y 

FABLES is supplied to begi , th their l ard, Na m Loan A tation 

subscriptions, free of charge » o 8 
‘ ‘ ci eC of ‘ 2 ot > I be I t r new s SC! 

In addition to 50 pag : und stor ; 

“a : : : iter on, as | g in a large shi 
which may be read as n as tudent has lant where eood many «iste are empnloved 
covered five lessons in the Manual, FABLES Mrs. Isla i rland 
contains nine pages of penmanship t : Pee ; 

: . a. s ‘ f , ‘ | x WR 
will be very | ful in 1 ticing for Aponte 4S colietian stom te Gis Citnn d 
the awards in the O. G. A. Contest oes ' Mar P W 

sees rat 
For f; months rf I } e been serving as S == 
retary to the Chief Engineer of one of the Milwaukee >\ GR 
plants I m required t g nto offices of other Wr r Typing T R Di nd Asrcraft 
plants and secure oral reports from the officers for 
my employer I take down their exact words in [es 


shorthand This surprises the speakers who are > nt 
unaware that I take dictation I boast of my Gregg Vocabularies ‘ 2 subscription t the Greece 
Shorthand and have been asked whether or not I WRITER I just placed a two-year subscription on 


I 
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ic s e and would be i: esied in n ir s, but teresting and educational as 
g s book if it is possible for you t¢ in- 1. Now that I am a government employee, I 
lu tty avey, Victor Products rf at I would still find the magazine interesting 
28s and Iptul and ild lik receive it each month 
pi | t he Greco Writer Mrs. M. W 
’ ng yr Refir g Company . . . 

Se pAt 1 ent I rking at an Ordnance Plant 
>! for your magazine, The Stenograp! Department at ir plant receives 
the Gr WRITER Mar ’ Kirke d, Of ficial 7 py f y t Greco Writer. I 
, porter 1 to not ne of these pies the other day 
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> t sut c I $ s jepartment It bioug 
d Stok ashir back memories of the mar many times I had er 
i the Greco Weriter while in school I have 
= & een f school now for three years and still er 
> " Greco WRITER y tl IRE Writer very much 
‘ t j i its con $s very interest I be ve t the Greco WRITER is a very uniqu 
S h an old editior I don’t know blication lue to the fact that it so successfully 
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st g 
. . . ° a s 
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Wr re. WV nd this magazine not only helpf tion.—Mrs. Robert Harner 
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January Test Material 


[All clubs of test papers should be accompanied by a typewritten list of names to expedite check- 
ing and insure accuracy in making out certificates. January copy is £00 a nembership tests for 
0 a 2 ( 7 and O. G 1. until February 25, 1944 































Senior O. A. T. Test 


INSTRUCTIONS Assume that the following form letter is being sent by John H. King, president of 


your local automobile club, to six of the members You are to make a carbon copy of the first letter only 
but, in order to have a complete record for your files, type at the bottom of this carbon the notation, “Letter 
sent also to and follow it with the names and addresses of the other five members to whom the same letter 


was sent, together with the date of mailing if the letters were not typed on the same date the first one 
was written. 

Don't forget to place the dictator's initials and your own in the proper place on each letter 

Address envelopes for all six letters. Then before handing in the six completed letters and the annotated 
carbon, type, in the upper left-hand corner of the carbon, your own name, your school name and address; also 
the total time, in minutes, that it took you to complete the task 


PRODUCTION TEST 


— , , snes > * -~-¢ lio Y on 
staff joins me in extending the Season's Greet- 


May this New Year be a prosperous one for you! 
Li se plate time is here again and we are enclosing an 
ipplication for your 1944 registration. 


When filling out the application, please answer evary 
juestion and sign your name in the four places designated. 
When the application is completed, return it in the enclosed 
envelope, together with last year's renewal stub and your 
check or money order payable to the Commissioner of Motor 


Vehicles. Your plate will then be mailed to you. 


The Commissioner, in recognition of our endeavors to 

reduce accidents, has again set aside 1 Y and 2 Y plates 

exclusively for our members, and yours will be issued from 
these series, unless you desire and specify other- 


Word has come to us that the Bureau of Motor Vehicles wil] 


mail letters inviting holders of distinctive numbers t 
ew them, as has been the practice in previous years 
Please accept our sincere thanks for your support in the 


past and for anything you can do to help your Club in 1944 
Cordially yours, 


THE AUTOMOBILE CLUB 


2 Encs John H. King, President 


Check the work of your students when they have completed this Production Test, so 


Note to Teachers 
complied with all requirements Mail to us only the annotated carbon copy, for 


as to be sure that they have 


examination and awards.) 
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January Competent Typist Test 


Use double spacing in typing this ten-minute test 


(Te fied the gross eumber of words you write, divide gross mumber of strokes by 5; then deduct ten words for 
each error te get wet words written. Divide this by 10 to determine the wet words per minute. The aumber of 
strokes is indicated at the end of each line im order to facilitate counting the gross number of strokes written.) 


Strokes 

My uncle Melik was just about the worst farmer that ever 57 
lived. He was too imaginative and poetic for his own good. 118 
What he wanted was beauty, and he wanted to plant it and 175 
see it grow. I myself planted over one hundred pomegranate 235 
trees for my uncle one year. He just liked the idea of plant- 296 
ing trees and watching them grow. 331 
Only they wouldn’t grow. It was on account of the soil. 389 


The soil was desert soil, and it was dry. My uncle waved at 450 
the six hundred and eighty acres of desert he had bought and 511 


he said in the most poetic Armenian anybody ever heard, 567 
Here in this awful desolation a garden shall flower, foun- 624 
tains of cold water shall bubble out of the earth, and all 683 
things of beauty shall come into being. 724 

I was the first and only relative to see the land he had 781 


bought. He knew I was a poet at heart, and he believed I 839 
would understand the magnificent impulse that was driving 897 


him to glorious ruin. I did, because I knew as well as he that 961 
what he had purchased was worthless desert land. It was 1018 
full of every kind of desert plant that ever sprang out of the _108! 
dry, hot earth. It was overrun with prairie dogs, squirrels, 1142 
horned toads, snakes, and a variety of smaller forms of life. _1205 


The space over this land knew only the presence of hawks 1262 
and eagles. My uncle and I got out of the roadster in which 1323 
we were driving right in the middle of this land, and began _1383 
to walk over the dry earth. My uncle walked slowly, kick- 1440 
ing into the dry soil. A horned toad scrambled over the 1497 
earth at my uncle’s feet, and he touched my shoulder and 1554 
came to a pious halt. The horned toad came toa halt about 1614 
three feet away and turned its head. My uncle looked 1668 
down at the small animal and asked if it were poison. To 1726 
eat, or if it bites you? Iasked. Either way,said my uncle. I 1791 
sneaked up on the horned toad, then sprang on it while my __ 1849 
uncle looked on. My uncle looked the horned toad straight 198 
in the eye. The horned toad looked my uncle straight in the 1969 
eye. For fully half a minute they looked one another in 2026 
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Strokes 
the eye and then the horned toad turned its head aside and _2085 
looked down at the ground. My uncle sighed with relief. 2143 


Well, my uncle said, the first thing Iam going todoisto 2203 
hire some Mexicans and put them to work. I hope they = 2257 
don’t have any trouble finding water, I said. 2304 

My uncle didn’t get water out of the land until many 2357 

months later. He had wells dug all over the place, but no 2416 
water came out of the wells. Of course he had motor pumps, 2476 
too, but even then no water came out. A water specialist 2534 
came out from Texas with his two younger brothers and 2588 
they began investigating the land. They told my uncle they 2648 
would get water for him. It took three months, and the = 2704 
water was muddy and there was not much of it. The spe- 2758 
Cialist told my uncle that matters would improve with time 2817 
and then went back to Texas. Now half the land was 2869 
cleared and plowed and there was water, so the time had = 2925 
come to plant. We planted pomegranate trees. They were 2982 
of the finest quality and very expensive. We planted about 3042 
seven hundred of them and I myself planted a hundred. We 3100 
had a twenty-acre orchard of trees in the strangest desola- _— 3158 
tion anybody ever saw. It was the loveliest-looking absurd- _—_3217 
ity imaginable, and my uncle was crazy about it. Theonly 3276 
trouble was his money was giving out, and instead of going 3335 
ahead and trying to make a garden of the whole six hundred 33% 
and eighty acres, he decided to devote all his time and en- 3452 
ergy and money to the pomegranate trees. 3494 

The water situation didn’t improve with time, either. 3549 
Every once in a while there would be a sudden generous 3604 
spurt of water containing only a few pebbles and my uncle 3662 
would be greatly pleased, but the next day it would be mud- = 3720 
dy again and there would be only a little trickle. The little 378 
trees fought bravely for life, but they never did get enough 384 
water to come out with any fruit. There were blossoms 89% 
after the fourth year, and this was a great triumph for my 3958 
uncle. He went out of his head with joy when he saw them. 4018 

, Nothing much ever came of the blossoms, though; they were 4076 
very beautiful, but that was about all. That year my uncle 4156 
harvested three small pomegranates. I ate one, he ate one, 41% 
and we kept the other one up in the office.—Adapted from = 4239 
“My Name Is Aram,’’ by William Saroyan. 


[Repeat from the beginning until end of the ten-minute test period.) 








* Junior O. A. T. Test ~*~ 


Arrange neatly on a sheet of 
This is a test of 


INSTRUCTIONS: 
paper, adding a typewritten border. 
your ability as an accurate typist who appreciates the 


value of attractive copy. Type heading in all caps; 
subheading in capitals and small letters, underscored 

EXTRACT FROM THE RULE 
BOOK OF MARSHALL FIELD & 


COMPANY. Indifference. It is recognized 
in this store, that the undue urging of mer- 
chandise upon customers is not desired, but 
this does not in any way mean that indif- 
ference in the slightest degree is to be 
permitted. 

Indifference on the part of employees is 
a very serious blight in any business, and 
we wish it understood that this house con- 
siders anything of the kind sufficient cause 
for instant dismissal. 

Salespeople will endeavor to serve cus- 
tomers immediately and not wait to be 
asked by either customers or Floormen. 

When all salespeople are necessarily 
busy, the one nearest the customer will ex- 
cuse himself to the one upon whom he is 
waiting and will request the customer to 
be seated, assuring her that she will be 
cared for within a moment or two. 

Courtesy. All in positions of authority 
are requested to bring to immediate atten- 
tion of the Manager’s Office any and all 
cases in which the thought of courteous 
treatment to all is being disregarded— 
through carelessness, ill temper, ignorance 
of the requirements, or for any other reason. 

You will have patience in serving cus- 
tomers, showing goods willingly and pleas- 
antly, without asking too many questions as 
to price, width, size, or color. 

See that every customer in every trans- 
action is treated in a manner indicating 
that immediate transaction is the chief 
point of interest in your mind at that time. 


» * * 
(Concluded from page 248) put forth their best effort! 
Enclosed find check for $72. t cover cost of 
seventy subscriptions ¢t the Grecc WRITER and a 
| 1 to the Business Education World 
You will ft hearing from me _ weekl Sister 
S ir’s ( 

. . . 
> We received § the banr tl teuntain 
pen, and the students received their individual 
prizes and awards We are very much elated 
und quite proud of our accomplishment We are all 
“nepped up” for another eal i Rude, Oklahoma 
1. & M. College. 

2 . . 
> Please send a Honor Rol or credentials 
tests, and albums for the students’ awards. We 
have subscriptions t the Greco WRITER These 
supplies add to the attractiveness of the shorthand 
cours¢ Mabel Wenger 

. . . 
>I received your second notice about the cxpira 
tion of my subscription to the GrecG WRITER I 


i 
didn’t answer your first notice because I am not 
interested in anything about improving myself in 
shorthand Rose 


Could be her boss is, though! 








THe Grece Writer, January, 1944 
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January Transcription Practice 


(318 Standard Words) 
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The GREGG WRITER ROLL of 
HONORABLE MENTION WINNERS 


. In addition to receiving the award, Honorable Mention is given in 


these columns to the students submitting the best tests in each 


sroup during the previous month. This is 2 noteworthy honor for 


student 


should 


strive. 
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“Triplicate” Practice Plan 
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I. OESTERLIN 
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r e wT ten from short plate. 
- e exere e ir acer R- 
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a es 1 Vent ene 
- jentleme 
speech is perhaps not an ideal mediu 
speech is perhaps t an ideal medium 
. h to greet ar friends The great mass of the 
* to greet ar friends. The great mass of the 
people usually expect and insist of « candidete for office that he 
people usually expect and insist of a candidate for ffice that he 
telk politics @ programs, and not personal matters. Jiowever._._ 
rn §$es and ~ re — 
B ( AT SI I vs rested in tl _- c ? acle up a ' 
way you help those who are learning to , ; ; 
use shorthand, and also because many stu- A trai ipt, triple-spaced, of t short 
lents and stenographers have spoken to m« nd plate 
€ the dificulty they have in cetti1 ventas 2. Below ea ] of this transcript the 
in their practice, I would like to tell you cise is a tten, this time from tt 
ibout a way which I have devised for prac- nted key 
ing shorthand without tl uid of anoth 3. Correcti ure made in the transcript 
rsol I am enclosing herewith the entire t below 
t of ictice material used in completing 4. A carbon copy of the triple-spaced tran 
x This was practiced during spar t is used as a “silent dictator,” the short 
moments at the office, and was done with as nd notes b xr written below the typed 
much speed as possible in order to make the rds in order that the eye may follow the 
most of each minute during brief periods of tated” material ly. (Continued om page 260) 
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THE MAN WHO DOESN’T ERASE 


“Strike it out” and “I withdraw the question” are only words to 
the official reporter; his notes remain untouched, unchanged 










By CHARLES LEE SWEM 


Official Reporter, New York Supreme Court 








evel i i i ty 1dVISs ting is t he ¢ 
| « ; ; ‘ \ 1 ait enci Vas ( 
int t " t t ssil ittered few w 
that a . | S us ivailed t : t ption, and w 
from n these ft $ t ting t sharply-point 
1 t \ they £ 1s M Is were s 
al ( t selves e is a , ted by 
t kit I t i s 
ry 
as S t > 2 1 t ss I HI ins l explal t 
ss a selt-disci y of s s ind had s 
Probal t ib ») accu y S t t t initial strokes 
t \ today if it w t tor t eras W isie to observe the 
We ( t whatey | I €a s \ ipp iched t 
ke 1 it st stud wit in eras 
vays | t t t 1 bbing at t sually withdre 
stake \ \ yenknife t | opened it. He 
al y ey yped bef it 1 ask 1 “M ry 
' g fast a ve y moment! The st 
irate \k \ S ] vel t oOo t yon £ \ S writing Inst 
selves \ " t i tear t mak é und w t in ent as t 
£ il l t Die | t t ¢ t I { vit i ict 1 i lve ' 
il I t it t ssurance t i I Knite cle \ Ve d T ¢ iseT ' 
ser @iv sw y commendable. On unde back t ta 1 pen to the st 
t t i ther " thers who nevet ent Y t needing that s t 
pecon ] \ KCTS 1 typing n l, sa ss g@ sil ' 
ther { f skill simply |! se they « I sus st it you s ! 
| = eras its equi\ tf aS a < t t c t ill be needing 
all all t t la s ick of interest B s desk at the / 
il \ t 1 emoved i j 
r 
ro ¢ tive i 
a oe ‘ A _ TH 
‘ y y nA | 
hk I s] 1S Shortnan t 
‘ un ‘ ts Ss « g, b ters who stl 1S A 
rmining. For practical reasons, the use of encil it is early impressed that an eraser i 
ul aser is universally discouraged in th 1 thoroughly ss appendage. A_ simpk 
teaching of shorthand [he chief and most troke of the ! pencil through the offend 
useful attribute of shorthand is speed, and ng outline is all that is necessary; indeed, all 
there is no time for erasing a bad outlin that there is time for in such a practical art 


Furthermore, the shorthand outline is only th s shorthand Chere is no calculating exact 


mechanical medium, and not the finished prod ly the full effect of this teaching upon th: 
ct. s wthing 1s to be gained by the con ntal habits t student Cert ly, 1 
plete ition of an outline d the su ist serve pri y to impress upon him « 
titution of another [It 1s not only a wast er the practicality of shorthand and its whol 


f time; it is a negativing of the very object y utilitarian purposé It must cause him t 


and speed 
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From a Reporter’s Notebook 
Shortcuts used by Jack Romagna, President Roosevelt's shorthand reporter 
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must learn to be a ite the first time. He 
Ss not recl i f 1 Sé d ( ince, bt t 
is initial « s not oblit ted from Vv 

it ren 5 t ilong th t corre 


practice to be « before he w each pet 
fecti He ca t blot out t erro and 
the tact that ( not is a humblu ga d dis 
ciplining fo that must be beneficial in the 
forming of s menta ibits 
THEN. if t a a aul | { 
HEN, if the student ever reaches the realn 
if reporting, he comes into a more thoroug! 


appreciation, if 
of it before, of how futile the very thoug! 
of an eraser is as an instrument of « 
in court. Indeed, the reporter, especially tl 

court official, is not only advised but enjoined 
never pl l 
hand notes jud 
thority that his notes be preserved as he writes 
them, the physical record of the court pi 

ceedings made as the 


ever harbored any question 


; - } howl h 
VSICi to correct fis ofncial sh 





is the intent of judicial au 


ript errors of mishear 
but th 
e€ original notes then 


correct in his trans 
ing and such minor defects, 
rections, if noted in tl 


selves, are made without marring t oir 


record, 


SOMEHOW it is expected that the re- 
porter is inf ing 


while he is making the 
shorthand record: b 


it cnce he has made it, he 


infallible 


lible humanity, with 


’ 


lrops automatically into the category of fal 
the judge, the law 


the witness! Any change 


notes is frowned upon, if not regarded with 
downright suspicion. He may justify changes 
made because of mishearing or of obvious 


misspeaking, if it does not affect sworn tes 
timony and does not, furthermore, destroy the 
legibility of the original shorthand record, but 
no reputable reporter would find himself at 
ease under cross-examination as to the au- 
thenticity of his transcript if he had, in mak- 
ing the most innocent change, obliterated the 
original outline in any respect 

THE very terminology employed in 

to indicate an act of correction lends something 
to the air of sanctity attached to the shorthand 
record of the reporter. When an offending 
piece of testimony or other evidentiary matter 
gets into the record, to which objection is 
made and which the court directs to be re- 
moved from consideration, he indicates his 
ruling by the term “Strike it out.” He does 
not say to erase it, or rub or blot it out, or re- 
move it, but the terminology is less absolute, 
and indicates more the branding of it as with 
amark. Actually, of course, nothing is physic- 
ally done to it by the stenographer to indicate 
that it is thus “stricken out,” except the writ- 
ing of the judge’s ruling as it is given. 


court 








And when a la tters a phrase in the 
yurse oI lr sul a complete sen 
t ( ( t and the 
s that | t t himself, h 
does not say, “Erase that, 1f you pleas 


that out.” The accepted mode of 


correction in court language is, “Withdrawn.” 
It is not removed f t rd; the stenog- 
rapher does not ev pla 1 correcting mark 


+ ac } 1- - 
writes, as the lawyer 
and transcribes the en- 


through it, but simply 
speaks, “Withdrawn,” 


tire procedure later exactly as it was uttered 
OCCASIONALLY, upon consent of counsel 
itherwise, tl porter is directed by th 
court to strike p/r lly from the record cer- 
tain matter that ; gone into it. Not then, 
eit does t te terate anything 
I is recor Whatever may do even 
tually in his transcript, he does nothing mor¢ 
to s original notes than to strike a lin 
through the part thus removed for all pur- 
s from the re 1. He may not even d 
< < is + it ’ y ? i met 1] Us re- 
gard for the original notes, merely draw a line 
the marg t ite 1 portion to 
ich the ruling t 


lost, nothing is 
cast away, once it is written. What he writes 
has, by virtue of practical necessity and cir- 
cumstance, something of ibleness about 
it. It is nota t whimsical 
the maker of the shorthand record in the lines 


notion to think of 


The moving finger writes; ar having writ, 
Moves on: nor all-your piety nor wit 
Shall lure it back to cancel half a line 
Nor all your tears wash out a word of it 
T 7 7 ’ ' 

Omar Khayyan ild have had no con 
fidence in the ¢ acy of an eraser; nor can the 
modern s thand re t 


Exchange Notes 


interest that one of the 
Kansas C.S.R. Law is the 
requirement that each Certified Reporter there 
must be able to read and transcribe accurately 
the notes of at least one other Certified Re- 
porter. The idea of this is excellent for obvious 
and the author of that provision is to 
Would such a project not be 
a very the Texas Association 
to foster? In localities where there is more 
than one Reporter, would it not be an excellent 
way to spend one evening a month, say, to 
meet together and learn about 
way of doing things? In outlying districts, it 
would seem neighboring Reporters might co- 
operate in this manner. Undoubtedly, it would 
much better shorthand for every 
-The Texas Bulletin. 


E learn with 
points in the 


reasons, 


be complimented 


worthy me ior 


each other’s 


all result in 
person participating. 
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WuHo’s WHO IN SHORTHAND SPEED 


Student and Yeoman Win Diamond Medal 


We Learn from EXAMINER A. A. BOWLE 





k rances Moor juead 


_ pom attending Gregg College, and not 
.J engaged in court, convention, or legisla- 
tive reporting, holding no official position nor 
ree-lancing, but working day and night at her 
shorthand is the present story of the young 
idy whose picture is above. 

Yet from tl 


to find out something about the young lady, we 


questionnaire that we sent her 


learn that it is not all shorthand, despite the 
fact that she has won the Diamond Medal for 
riting shorthand at 200 words a minute for 
five consecutive minutes and transcribing the 
1000 words with a high degree of accuracy 


SHE is something of an actress, and in her 

high school days—which were not so very long 

ago—she was always called upon to play im- 

portant parts in the productions that were 

scheduled. Did a lot in church plays, too, with 
markable success 

She as fervently engages in bowling, which 
is listed as one of her favorite sports; but she 
prefers to “look on” at a basketball game or a 
football game. After the exercise of her bowl- 
ing, you'll see her relaxing in the movies, for 
movies and orchestras are tops with her. 

Miss Frances Moorhead, who hails from 
Portsmouth, Ohio, where she ‘attended the 
Portsmouth East High School and learned her 
elementary Gregg, later attended the Ohio 
State University, where she took the Liberal 
\rts Course. 

It was while a senior in high school that 
Miss Moorhead entered the District Scholar- 
ship Contest in shorthand and placed second. 
When a Junior, she entered the District 





Harold Barnard 


Scholarship Contests in Typing and placed 
third. So she has always been an outstanding 
student. 


MISS MOORHEAD rates as more than 
worth while the many new and interesting 
persons that it has been her pleasure to meet 
has been attending Gregg Colleg« 

and like all students who come under the in 


while she 


fluence of Miss Helen Evans, she cannot praise 
this teacher too highly. “I consider Miss Evans 
as one who will always stand out in my mem 
ory. Besides being a wonderful shorthand 
teacher, I think she’s a grand person—one I'll 
never forget.” 

Miss Moorhead claims no “outstanding” 
achievements in the past; but we would extend 
congratulation to her on the achievement of 
winning the Gregg Diamond Medal. 


EOMAN (Second Class) Barnard, of 

2600 Ashland,” reports The Detroit Free 
Press, “who is stationed at the Naval Aviation 
Cadet Selection Board in the Book Building 
(Detroit), has received the Gregg Diamond 
Medal awarded for transcription of shorthand 
notes at the rate of 200 words a minute. Bar- 
nard, who trained at the Detroit Commercial 
College for the test, was formerly secretary 
to Lowell Thomas.” 

Yeoman Harold Barnard learned his ele 
mentary Gregg at Manistee High School, 
Manistee, Michigan, under the instruction of 
Mrs. Mattingly, and wrote his 100 words a 
minute upon graduation 

In filling out our questionnaire, Yeoman 
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Pamper Your Heat? 


Suggestions from the General Electric Consumers Institute 
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Postwar Planning Now 


Summarized by the New York Journal of Commerce 
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What's Your Alibi? 


From “The Friendly Adventurer” 
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Graded Letters 


A. E. KLEIN 
For Use with rt One of the Manual 
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Graded Letters 


By A. E. KLEIN 
For Use with Chapter Two of the Manual 
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Graded Letters 


By A. E. KLEIN 
For Lse with Chapter Three of the Manual 
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The Cave on Thunder Cloud 
From “More Tish” 
By MARY ROBERTS RINEHART 


Copyright, 1912, by the Curtis Publishing Company 
Copyright, 1940, by Mary Roberts Rinehart) 












Reprinted in shorthand by permission of the author 
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Join the Mareh of Dimes! 
Fight Infantile Paralysis 
January 14-31 
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WHY TYPING TEACHERS GROW GRAY — By Summers 























—~AND REMEMBER 
REMINGTON RAND 
CAN STILL SERVICE 
OR RECONDITION 
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The Editors have now added an Index to 


Word 


Their Spelling, Pronunciation, 
Definition, and Application 


Third Edition 


By SoRELLE and KITT 




















This Third Edition — now with a complete index — contains rules, word 
usage, general business words, and words for special businesses and indus- 
tries. Note that words are spelled, pronounced, defined and used in sentences. 


Other interesting features of the book are: 


(1) The fifty words and terms most commonly used for each 
of twenty-one major businesses and industries were selected 
and defined by experts in each of these specialized fields. 


Contains groups of “Spelling Demons” and “Pronuncia- 
tion Demons” for special study. 


Contains tests that can be used as review tests or as models 


for constructing similar tests. 


Both root word and derivative are given for each applica- 
tion of particular rules studied. 


Contains helpful suggestions on the use of the dictionary 
for purposeful study. 


Preceding each part of the book is a page giving sugges- 
tions for deriving the most benefit from the study of that 
part. 


Words, Third Edition, contains substantially more material than the previous 
editions and is arranged in 104 lessons. 


List Price: Third Edition, 60¢; with Index, 64¢ 


THE GREGG PUBLISHING COMPANY 


New York Chicago San Francisco Boston Toronto London 


) J > >o) . , * —— 4 > , . 
Please mention the Gregg Writer when a swering advertisements 











